OFFICES FOR THE WORLD 


Approaching completion on New 
York's East River, the giant office 
building for the United Nations. 


Photo A. Devaney, Inc., N. Y. 
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Another Business Office Equipped For 
"Better Business Living” 


Gold and Co., Lincoln, Neb. 


with INVINCIBLE METAL FURNITURE 


Gipes pecongee office furniture means easier working 
and more efficiency. That’s because “business liv- 
ing” conditions are better! 

And that’s what users get with famous Invincible 
“MODERNAIRE” steel desks, tables and files. Eye 
appeal? One look will tell you! Durability? They're 
Invincible! Economy? They were designed with that 
thought in mind! Comfort? Look at their size, height, 
drawers and tops! Application? There's an exact model 
desk, table and file for every office need, plus a choice 
of top, drawer and pedestal arrangements. 

For complete information about Invincible up-to-the- 
minute line of “MODERNAIRE” steel office atone 


e 

Exctustve! 
Concealed Safe Unit is a pat- 
ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 
offers security for valuables 
\ and papers in home or office. 


designed to make business living better — see your 
nearest dealer or write the factory direct. 


REG. U. S. PAT. OFF. 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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@ A special kind of efficiency characterizes 
Crosse & Blackwell's head offices in Baltimore, Mary- 
land. The Audograph Soundwriter—small, compact, 
brilliantly engineered for effortless dictation—is an 
important part of Crosse & Blackwell’s smooth-run- 
ning system for getting things done. 

“Our people like Audograph for its simplicity of 
operation, exact control features, and the complete 
freedom it brings from trouble and delays in getting 
out voluminous office work,” says T. R. Cornelius, Jr., 


“We increased office output...with actually less work 


by using the Audograph Electronic Soundwriter”’ 


Say: CROSSE & BLACKWELL 
ine Food Since /706 


assistant secretary of the company. “It has in- 
creased office output with actually less expenditure 
of energy.” 

There is no business to which Audograph cannot 
make an important contribution .. . yours included! 
Write today for specific details of the Audograph 
Electronic Soundwriter and the efficient correspon- 
dence and message-handling system it makes possible. 

Made by The Gray Manufacturing Co. — established 
1891 — originators of the Telephone Pay Station. 


AUDOGRAPH == 


J THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal ca Send me Booklet §.4 —"Now we really get things done!” 


cities of the U.S. See Your Classified Telephone 
Directory. Canada: Northern Electric Company, Ltd,, 


sole authorized agents for the Dominion. Overseas: e Name..... 


Westrex Corporation (export affiliate of Western 
Electric Company) in 35 foreign countries. 
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IT’S THE 


ae 
A BIG PACKAGE 


OF COMFORT 
FOR THE BOSS 


3 


odform ALUMINUM 


PAT. OFF. 


COMFORT MASTER 


IEW hard-working business and pro- 

fessional men realize how much 
physical and mental energy is wasted 
when they use an old fashioned and 
poorly designed office chair. 


A Goodform Comfort Master, tailor- 
fitted by five adjustments to your 
individual body, will automatically 
produce good seated posture. This will 
help you to breathe better, sit straighter 
without conscious effort, and get proper 
back support. Good seated posture will 
reduce fatigue and promote health. 


Nothing in the office is so personal as 
the chair in which you spend 15,000 to 
20,000 hours during a ten-year period. 
Contrast the cost of a good chair to your 


salary in that ten-year period. The 
uestion is, can yu afford not to use a 
omfort Master? 


Why not try one in your own office for 
ten days without obligation? For more 
information just write The General 
Fireproofing Company, Department 
M-16, Youngstown 1, Ohio. 


=Ga 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 


_ pay big dividends. 


om eb Sew 


In style, comfort and quality, 


- Comfort Master’ is in a class 
_ by itself. Here are a few of its 
- outstanding features: 


1. Five simple controls adjust 
to user: (1) raise or lower back; 
(2) move back forward or back- 
ward; (3) adjust angle of back; 
(4) raise or lower seat; (5) regu- 
late tilting of seat, 

2. Welded, heat-treated 
aluminum frame will not dent, 


bend or break. Cannot split, 
splinter or warp, 


3. Satin-smooth, anodized» 


finish never tarnishes. Washing 
ee soap and water keeps clean 


4. Foam rubber cushioning 
on seat and back is resilient, 
cool, comfortable. Retains shape 
and springiness permanently. 


5. Upholstery of buyer's 
cholee — all-wool Bedford cloth 
or modern plastic-coated fabric. 
Wide selection of colors. 


6. Rugged chair irons de- 
signed specially for Comfort 
Master. Four of five adjustments 
controlled by iron. 


7. Ball-bearing casters are 
hard or soft rubber. Sockets rigid- 
ly molded into base, guaranteed 
to hold casters. 


8. Pays for itself. Prorated 
ten-year cost is under 6¢ a day— 
less than the value of one minute 
of executive’s time. Buying a 
Comfort Master is a good dollars 
and “sense” investment that will 


So compare the Goodform Aluminum 
Comfort Master, No. 3129, point by 
point, with any other executive chair on 
the market and see for yourself why the 
Comfort Master is the chair for you, too. 


April, 1950 


There is ‘a complete line 
of GF metal furniture ~ PS Si J 
and shelving ; . : 
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Office " 
Management 


1950 
No. 4 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


OUR COVER PICTURE this month 
shows the main building of the 
new capital of the United Nations 
which is being set up in New York. 
The particular building illustrated 
will house the offices of the inter- 
national organization on which de- 
pends so much of the hope of the 
world for peace. 

Embodying many unique fea- 
tures of construction and equip- 
ment, the great building we show, 
rising from the East River Drive 
in the mid-town section of the me- 
tropolis will, when completed, rep- 
resent the expenditure of many 
millions of dollars, poured out for 
the most part by our own country 
to give the new world governing 
agency this most modern of facili- 
ties for the conduct of its work. 


This huge building dramatically 
emphasizes the vital part which 
office activities play in every phase 
of government today. However 
simple or complex a_ political 
problem may be, there is nowadays 
inescapably attached to it the acti- 
vating paper work which in our 
times has to accompany the trans- 
lation of any theory, and idea, any 
project into reality. 

The Offices for the World de- 
mand—and are getting—the best 
the world affords, to insure them 
efficiency of accomplishment. 


Member of Audit 
Bureau of Circulations. 
Member of 
Associated Business Papers 
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BOOKS AND BOOKLETS 


It counts Reading Course in Executive Tech- 
nique, edited by Carl Heyel, with vol- 


z z umes by 42 top executives, is available 
> imprints, codes, cancels from Funk & Wagnalls Co., 153 East 
24th St., New York, priced at $47.50 


for the complete library. 
papel OoOrms The course is especially designed for 
“enterprising executives who want to 
tickets, tabs, transfers equip themselves for more important 
sales sli ° responsibilities, either in their own 
slips, receipts, etc. company or elsewhere.” It places at 
me rs their fingertips a broad coverage of the 
whole field of management—the latest 
U 1n methods and procedures, practices and 
principles as well as tested solutions 


anawveme roblems bas | 
be currency, checks & coupons to management pr oblems based on the 
most successful methods used by 


others. 


accurately Specifically, the course is said to 

provide profit-making methods actually 
: used by successful firms; modern pur- 
> wholly automatically chasing and inventory controls; de- 


tailed methods of production planning: 


. ’ effective control of departmental op- 
% as erations; plans for setting up strong 

= * positive employment relationships; and 

> 500 to 1,000 other procedures. 

scalheoccond MAPI_ Replacement Manual, 75 
pages, is produced by the Machinery 
& Allied Products Institute, 120 South 
La Salle St., Chicago, and available 
from that organization at $3 per copy. 

The Manual is a comprehensive 
handbook, a practical working tool for 
the attention of all persons who are 
responsible for the health and dynam- 
ism of a department using machines— 
machinery users, sellers, and for pro- 


Pitney-Bowes fessionals and colleges. The Manual 


has been prepared to fill the need for 
a procedure capable of producing an- 
TICKOMETER swers to such questions as “Are your 
machines economically dead?” and 

Counting and Imprinting Machine “When should you replace productive 


Ay equipment?” 
Made by the originators of the postage meter... . 3 A 2 
offices on 93 cities in U.S. and Canada For convenience in use the Manual’s 


pages are specially arranged. The first 
Feeds and stacks automatically . . . records full} three chapters are addressed to the 
and part runs on visible registers...So much faster | policy-making executive. Chapter one 
and more accurate than manual counting that | ‘¢!!s him “What's wrong with present 
it shows big savings in both time and clerical replacement practice. The second 
. 7 chapter presents an introduction to the 

costs . . . Already in use in hundreds of banks,| \{API formula and procedure. Chap- 
stores, industries, transportation and amusement | ter three deals with the proper organ- 
companies... Call the nearest PB office, or send | ization of equipment policy. The three 


\ 


om oe 
Besetl ad ) 


coupon for booklet. final chapters include a group of inter- 
| esting applications of the formula as 
SENSOR at. yi a7 SA eT er a | a oe simplified chart solution. ee 
i Procedures are called as applicable 4 
! PITNEY-BOwEs, Inc. to office machines as to factory ma- B 
' 2938 Pacific St., Stamford, Conn. chines. 
pans ene | Please send illustrated Tickometer booklet to: 
PBoffice... : pan Checklists of its recent publications 
or send coupon 1 in the fields of personnel management 
' Firm and industrial relations, factory and 
I office production, and office and finan- 
' Address cial management, have recently been 
1 City State published by the American Manage- 
ment Association. Each checklist is 


available from the Association at 330 
West 42nd St., New York, on request 
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same quality 
same features 


same guarantee 


features 


A genuine In-and-Out Recorder —no makeshift. 

One hand operation —without delays or fumbling, 
Sure-fire printing—in the right space. 

Top quality construction throughout. 

Service tested for low cost maintenance and long life. 
Electrically operated. 


how it saves 


Helps get employees in on time. 

Gives an accurate record of hours worked. 

Simplifies record keeping and payroll figuring. 

Shows t.at you are complying with wage and hour laws. 
Minimum of operating and upkeep expense. 


If you are losing 25 minutes a day in time waste, 
lateness or errors, you are losing a minimum of 
$100.00 a year that could be saved. 


re a 
| 
! 
! 
! 
1 
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now priced at only 


It’s the only low priced genuine In-and-Out 
Recorder on the market. 


See it before you buy any recorder... Return 
the coupon below for a FREE demonstration, 
no obligation. 


fally guaranteed for one year 


STROMBERG TIME CORPORATION 
109 Lafayette Street, New York 13, N. Y. 


Show me your Model No. 14 Recorder without any 
obligation. [] Other Time Recording equipment. 
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TO PROCESS 


A RE-ORDER 


I just take the oy ry 
plate ¢ out ide om file! 


NE of thé largest paper manufac- 
O turers finds that the use of CotitHo 
Paper Master PLates assures accur- 
acy, speed and economy in processing 
re-orders. The original order is written 
up on area A. The form is arranged so 
that the spaces for order and requisi- 
tion numbers, dates, quantities, prices 
and extensions are confined to the right 
hand columns. Sufficient copies of both 
form and fill-in are run off on the office 
offset duplicator to process completely 
the original order, including final 
billing. 

When a re-order comes in, a 
“Revisor” Plate, C, the width of the 
right hand columns of the original 
plate, is filled in with the new dates, 
numbers, quantities and prices. The 


FILL IN 


COLUMBIA RIBBON AND CARBON MFG. CO., INC. 
170 Herb Hill Road, Glen Cove, L. I., N. Y. 


Please send me samples of COLITHO PLATES and further information obout 
their use in systems. 


“Revisor” Plate is placed over the orig- 
inal and, when run with it on the dupli- 
cator, produces up-to-date copies for 
processing the re-order. Area B on the 
original plate, ruled with non-reproduc- 
ing ink, provides spaces for recording 
all re-orders. Thus, only one sheet need 
be filed for a complete history of all 
orders and re-orders. 

CouttHo Paper Master PLates are 
permanent records . . . may be folded for 
convenience in mailing or filing . . 
can be re-run at any future time to pro- 
duce clean, sharp, legible copies. 
CouirHo Paper Master PLates save 
time, save money and prevent errors 

. are the basis for countless thou- 
sands of business systems ... why not 
yours? 


RIBBON & CARBON 
MANUFACTURING CO., Inc. 


Main Office & Factory: 
170 Herb Hill Road, Glen Cove, L. I., N. Y. 
New York Sales & Export: oe West 40th St, 
Branch Offices & Distrib ipal cities. 
Consult your local Telephone Classified Directory. 


THIS COUPON AND MAIL 
OM-4 


Neme Title 
Fiem . 
—COLITHO Plotes for Forms and Addre 
Systems reproduction are made for 
oa wide range of requirements—in City. Stete. 
—s an 
- sets ond continuous forms for use on We have Duplicater, Medel 
the tabvlotor, teletype, forms writer, 7 “ 
ph, etc. Plate Size... Clamp Style. 
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by executives in the particular fields 
covered. The checklists catalog re- 
search studies, monographs, and 
pamphlets, undertaken for AMA by 
Management executives and specialists 
throughout American industry and 
business, and by specialists in the busi- 
ness schools of the nation. 

In the publications listed are expla- 
nations and analyses of operating tech- 
niques, procedures, policy determina- 
tion, company case histories, and the 
management experience of leading or- 
ganizations which have pioneered in 
their respective fields. 


Progress in Factory and Office Pro- 
duction lists 55 publications by 250 
authors. Subject matter includes: prac- 
tical uses of: break-even and budget 
controls, organizational teamwork in 
production, building worker interest in 
production quality control, work stan- 
dards, human relations, and incentives. 
Also included are papers on cost re- 
duction, clerical cost control, in-plant 
sales offices, shipping, materials handl- 
ing techniques, production policies, 
policy determination, and guides to 
management operation policies. 


Progress in Personnel Management 
and Industrial Relations lists 54 publi- 
cations by 200 authors. Subjects in- 
clude: welfare issues in collective bar- 
gaining, operating under the LMRA, 
trends in union demands, advances in 
personnel administration, influencing 
and measuring employee attitudes, 
plant-wide and geographic salary ad- 
ministration, and advances in methods 
of personnel evaluating and training. 


Progress in Office and Financial 
Management lists 55 publications by 
220 authors on office cost control, train- 
ing office supervisors, incentives and 
work standards in the office, adminis- 
tering the office union contract, public 
relations of profits, sources of funds 
for business expansion. Includes a 
number of publications of interest to 
corporate insurance buyers—e.g., on 
current problems in insurance buying, 
getting the most out of insurance cov- 
erage, services, and others. 


CATALOGS 


The Hoosier Desk Co., Jasper, Ind., 
has recently issued its latest catalog of 
fine wood office furniture. More than 
forty pages in content, the spiral-bound 
catalog is profusely illustrated and is 
written in a clear, concise style. 

It points out the many utility features 
which are offered in Hoosier desks, such 
as DensiwooD posts; chemical treatment 
and sealing of drawers; and special-pur- 
pose desks for varied and specialized 
office operations. 


FIRST AID PAYS OFF 


Johnson & Johnson, New Bruns- 
wick, N. J., point out that industrial 
plants, both large and small, almost 
without exception provide for prompt 
first-aid treatment for workers. Both 
because accidents in offices are much 
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FULLY 
AUTOMATIC 


Easy and simple to operate, the new Figuremaster will cut your figure-work supervision 
to a minimum. You'll have more time for those important jobs that top-management 
appreciates . . . and rewards. The Fully Automatic model, the only calculator with 
simultaneous automatic multiplication, is ideal for heavy-volume work . . . or for 
lighter work the low-cost Semi-Automatic Figuremaster is popular. Both are 
available in 10 or 8 bank capacities . . . choose whichever fits your requirements 
and business budget. If your need is temporary, rent a Figuremaster .. . 
it will do your calculating easier and at less cost. The Marchant Man 
in your phone book is ready to prove this by a demonstration 
on your own work. Phone him today or mail the coupon to 
Marchant Calculating Machine Company, Oakland 8, California. 


FIGURE FASTER WITH A 


MARC 


SEMI-AUTOMATIC 


MARCHANT CALCULATING MACHINE COMPANY 
Oakland 8, California &2 
Please send me free information about 

the new Figuremasters 


Fully AutomaticL_] Semi-AutomaticL_] Renesil_} 
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For The Man Who Sees People .. . 


You can hold conferences the modern, time-saving way right 
in your own office at your CRESTLINE Conference Desk . . . 
plenty of leg room all around with a liberal work space top 
that makes almost any conference a pleasure. And for your 
private use you will find every executive comfort and con- 


venience in your CRESTLINE Desk. 
CRESTLINE Conference Desks are available in a wide range 


of sizes to fit every need from executive conference to simple 
interview. 


é Write today for your copy of the CRESTLINE CONFER- 
ENCE DESK CATALOGUE .. . no obligation of course. 


MED 78 CRESTLINE Conference Desk 


SECURITY STEEL EQUIPMENT CORP., 
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less frequent and usually less serious, 
many smaller offices make no provision 
for handling on-the-job injuries. Yet 
accidents can and do occur wherever 
people work. 


The office accident generally results 
in nothing more than a minor hurt 
such as a small cut, laceration, or abra- 
sion. Often all that is required is ap- 
plication of an antiseptic and one of 
those ready-to-use adhesiv® bandages 
that has a gauze pad already affixed to 
the adhesive tape. If not attended to 
promptly, though, such minor injuries 
always pose the threat of infection, 
with loss of working time and possibly 
much more serious consequences. The 
effect that an unsightly, and unat- 
tended to, wound may have upon cus- 
tomers must also be considered. 

A first-aid kit, located in an incon- 
spicuous but readily accessible spot, 
will go far toward avoiding all of these 
consequences. A first-aid kit for the 
small office should contain a compact 
first-aid manual and the following ba- 
sic articles: gauze (roll), absorbent 
cotton, adhesive tape, antiseptic, ready- 
to-use adhesive bandages, gauze pads, 
and burn ointment. 

So far as open wounds are con- 
cerned, the chief purpose of first aid 
is to prevent additional germs from 
getting into the wound, and to kill as 
many germs already in the wound as 
possible. 

There are a number of good anti- 
septics that can be used as the germ 
killer. The antiseptic should be applied 
well down into the wound and on the 
skin around it. Ready-to-use adhesive 
bandages are available in a variety of 
sizes and are the most convenient form 
of dressing for minor wounds. The 
antiseptic should be allowed to dry be- 
fore the adhesive bandage is applied. 


COST ACCOUNTING NEEDED 


“Small business needs more cost ac- 
counting if it is to be intelligently run,” 
charges Stephen V. Troll in a recent 
issue of the Journal of Accountancy, 
official publication of the American In- 
stitute of Accountants. The institute is 
the national professional society of cer- 
tified public accountants. 

Small business has been reluctant to 
use cost accounting, says Mr. Troll, 
because they think it is a complicated 
affair and can be used only by manu- 
facturers and large companies. Other 
cost accounting misconceptions are 
that it is too costly, and that the pro- 
prietor, knowing personally his prod- 
uct and situation, does not need the 
method. 

Mr. Troll, a certified public account- 
ant, explains how cost accounting will 
save the small businessman money and 
is very usable for small businesses of 
all kinds—including manufacturers. He 
claims that management ignorance has 
been an important handicap to the use- 
fulness of cost accounting and also be- 
lieves it is impossible for a small busi- 
nessman to have intimate knowledge 
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il, JEWELS BY C. D. PEACOCK. CHICAGO APSCO DESIGNS BY VYTANT ALEKS 

- eA, no increase in price! New, modern base styling specially milled cutters with the exclusive Apsco a 

. with rich iridescent finish. New large capacity “undercut” feature—cutters that sharpen 2% 

- shavings receptacle with new locktite construc- times as many points. 4 

i- tion. New improved screw-on type handles. Available for delivery on and after June 1st. Be 

le New smooth operation. first to enter your orders with your Apsco 
These new beautiful designs are com- dealer. Get the complete story on these 

7 bined with the world famous Apsco a ga handsome new models now!! Automatic 

d cutter heads and cutters. The precision 4 ; Pencil Sharpener Co., 1821 Eighteenth 

of manufacture, comparable to a fine +f ' Ave., Rockford, Ill. Sales Offices, 

le watch, produces case-hardened, psco Beverly Hills and Toronto. 
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of necessary facts in all instances with- 
out cost information. 

Accounting techniques which Mr. 
Troll believes could be introduced for 
the benefit of some businesses without 
prohibitive cost include perpetual in- 
ventory, short period statements, 
voucher systems, departmentalization 
and quantity records. He suggests 
wider uses of statistics for cost alloca- 
tion and other purposes. Statistics he 
suggests are prenumbering invoices to 
determine the number of invoices writ- 
ten, records of salesmen-calls, and 
salesmen-days. 

As an additional help to small busi- 
nessmen, he explains that use of ratios 


such as net income to gross sales and 
inventory to gross sales would be help- 
ful. Mr. Troll also feels that control 
and subsidiary accounts, known to 
every bookkeeper, would be the start- 
ing point for the extension of a gen- 
eral accounting into a cost accounting 
system. 

Mr. Troll is a partner in the account- 
ing firm of Mailer & Troll, New York. 


TROUBLE WITH NUMBERS? 


Three numbers that look alike—3, 5, 
and 8—can cause more trouble in of- 
fice files than all the other digits, ac- 
cording to the experience of the State 


collie 3 


ME \ikes GBC'plastic bindings... 


even your treasurer! 


| DING: 
EN BIN 
Q operation opens rings 


mechanical . 


. handle 
CLOSE: Renee ed job- 


» and remove 
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“The eye-catching color and smooth-turning 
pages of a GBC plastic-bound book com- 
mand attention and win friends every time. 
A GBC plastic binding on your personalized 
-sales presentations, reports, catalogs and 
other printed pieces gives you the prestige 
of custom styling at a cost that is counted 
in pennies. 

With GBC’s inexpensive new Table Model 
plastic binding equipment your girl can 
give you plastic-bound copies of any docu- 
ment in a matter of seconds. Every page, no 
matter how stiff, turns easily on the smooth 
polished plastic rings...lies perfectly flat. 


Every inch of page surface is visible and 
usable, And you can bind anything from a 
vest-pocket memo book to a full scale sales 
presentation...all with the same ease...all 
with the colorful, tailor-made look that dis- 
tinguishes a GBC plastic-bound book...and 
all at a cost so low it will amaze you! Let 
us put this equipment to work in your office 
under our special trial offer* plan. Only in 
this way will you see its unlimited versa- 
tility...its ability to dress up your literature 
...and to reduce your costs. 

Fill in and mail the coupon today for 
full information. 
*for a limited time only 


U.S. and Foreign Patents have been applied for on GBC Binders and on GBC Binding Equipment 


8, 
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General Binding 


Send coupon for details and Special Trial Offer 


General Binding Corporation, Dept. OM-4 

A Without obligation, please send me Bulletin 1200 
describing your new low cost portable GBC plastic 
binding 
try out this equipment in my own office. 


wipment. Tell me how | can 


‘Corporation, Dept. om-3 


81- W. Belmont Avenue ee 
Chicage 14, Illinois A 
‘ ‘city 


ZONE STATE. 
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Farm Insurance Companies, whose 
main offices are at Bloomington, II. 

This is due to the fact that the 
rounded lower portions of the “trouble- 
some trio” have similar curved forms. 
When the upper portions are illegible 
for any reason, this resemblance may 
interfere with the rapid identification 
of numbered cards used in office rou- 
tine. 

So that a 3 won't look like an 8 or 
a 5, and to improve the accuracy of its 
records generally, State Farm has in- 
stalled new Addressograph-Multigraph 
equipment in its main offices and else- 
where. 

With this equipment all numerals 
will be imprinted plainly and perma- 
nently on policy record cards. 

State Farm is one of the largest au- 
tomobile insurance companies in the 
world, with 1,631,417 policyholders. 
With this volume of business, even so 
small a matter as the shape of indi- 
vidual numerals on policy records is of 
great importance, the company says. 


MORTALITY TABLE 
FOR OFFICE ITEMS 


Certain stationery items deteriorate 
in stock and should be used on a “first- 
in, first-out” basis, reports the research 
committee of the Records Management 
Association of New York, in a recent 
issue of that organization’s magazine, 
the Folder. 

Actual useful life may be greater or 
less than the periods shown here, de- 
pending on quality, storage conditions 
or other factors. Those who use items 
having “short shelf-life” and those re- 
sponsible for maintaining stocks should 
avoid ordering large quantities which 
may not be used up within a reason- 
able period. he 


Item Shelf Life 
Gummed specialties ..... .-. l year 
re 6 months 
Photographic tape ......... 6 months 
Mounting tissue ......... .. 6months 
Ink—writing ............. 2 years 
NE hos weceuc eats 6 months 
pe ee 1 year 
Inked stamp pads ......... 1 year 
Auk eragicators .....5. 2.0505 6 months 
fe | eee 1 year 
Rubber erasers ............ 1 year 
Rubber finger tips ......... 1 year 
Mimeograph stencils 6 months 
Hectograph forms ......... 6 months 
Hectograph carbon paper .. 6 months 
Gelatin duplicator rolls . 3months 
TECHNIQUE FOR FILE- 


CLEANING 


From Management Briefs, organ of 
Rogers & Slade, New York. 

A RESEARCH MAN of our acvquaint- 
ance uses a technique for cleaning house 
in his files which might be used by many 
businessmen who build up reference files, 
often only to lose track of the things they 
have filed. 

Once every two years this man has his 
secretary start putting on a table beside 
his desk five folders from his reference 
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the new Remington 


“poor -riter 


Super-riter —created out of the world’s longest experience in typewriter 

production ...77 years of it! Super-riter—efficiency-tested to save on office 
typing costs—sleek, functional in design. The Remington Super-riter will perform 
better .. . faster . . . at measurably less cost. Here’s why: 

© Tempo-touch action! Speeds type-bars to printing point— permits faster typing— 
truly responds to the touch and rhythm of the individual operator. 

© Super-Plus values! The Super-riter has everything for feather-ease, less 

fatiguing typing: finger-fitted keys, one full inch Longer Writing Line, exclusive 
one-key Keyboard Margin Control, exclusive Perfect Positioning Scale . . . you 

get all these and more with Super-riter. 


make the 


in your office 
today 


Siyoor-riter savings test 


Remington. Fkarnd 


THE FIRST NAME 
April, 1950 


Copyright 1950 by Remington Rand Ine. 


Remington Rand, Room 1228, 315 Fourth Ave., N. Y. 10 > 
CO Please send me FREE bulletin, “An Efficient Typing Station” on 
the superb new Remington Super-riter. ES 


CO Please have your representative call to arrange for the FREE 
Super-riter Savings Test in my office—without obligation, of course. 


Name. ve Title 
Cc 
Im TYPEWRITERS -~ Zone___State 
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gravest headache is 
one you don’t feel 


e « - But—not so at American Brass Co.! 
There, 3 Less Help Handles 80% More 
Volume, with a Ditto ‘‘One-Writing’”’ 
System. 


It’s easy to change a method which you KNOW is 

wasteful. The more serious losses go on in systems 

which seem efficient, but are not. Looking at their 

operations in that new light many managers find 

ee profits where none were apparent. Here’s 
Ow: 

In such routines as order-billing, production, 
payroll and purchasing, 90 per cent of the work is 
in rewriting the same data on different forms. This 
is a total waste of salaried time. It slows up and 
confuses operations. It strains customer relations. 
IT WASTES PROFITS ENORMOUSLY. 


New Ditto D-45 


+... the Ultimate in 

Systems Duplicators 
To Cut Rewriting 90% 

in Such Routines as 


Yet with a Ditto “One-Writing” System, the writ- 
ing’s done once, then duplicated instantly, mechan- 
ically, without error. There’s no rewriting. The 
procedure is streamlined. Waste becomes profit. 
Cost cuts of 50 per cent and more, plus other bene- 
fits, are common with Ditto. Better mail the cou- 
pon now! And leta Ditto Systems Engineer explain! 


DITTO 


TRADE MARK REG. U, S. PAT. OFF. 


PURCHASING PAYROLL 
ORDER-BILLING PRODUCTION 


Ditto, Inc. 
2248 W. Harrison St. 
Chicago 12, Illinois 


Saevrewwr ween ew ee www eee Se eee ee eee 
DITTO, Inc., 2248 W. Harrison St., Chicago 12, Illinois 
Gentlemen: Without obligation send me: 

(0 Data on Ditto ‘‘One-Writing’’ Systems. 

(1) Have a Ditto Systems Engineer call on me. 

© More information about the D-10 Duplicator, 


DITTO D-10 


DIRECT (Liquid) DUPLICATOR 
For Offices, Organizations, Schools 


Makes 140 copies per minute of any- My Name 
thing you write, type or draw. No 
stencils, type, ink or makeready. Company «.......ssessseseererersnsesesneersnnrensnesesnnnesensessnnsssnnsssonnecsnneess 
4 colors in 1 oper- 
ation. Use coupon $14950 NS ne Sikes nbeabeaie Sheet alabmiesabiebmctneasieokic eas 
for information Tox £ 
City. ee 
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file. As he gets a few minutes during the 
day, he glances through one of these 
folders. His purpose is two-fold. If he 
is no longer interested in the particular 
subject which the folder represents, he 
throws the folder in the wastebasket, 
making room in his file for live matter 
If he is still interested, his interest is 
freshened and his imagination is stimu- 
lated. The folder is refiled, but not until 
the subject has “come alive” again. As 
soon as one batch of five folders has been 
disposed of, five more are substituted, un- 
til he has been through his entire refer- 
ence file. Some require only a glance; 
others a few minutes’ study; all are dis- 
posed of, one way or the other over a 
period of three or four weeks. 

“Usually,” says this man, “I find that 
I have thrown away at least a file drawer 
of dead matter. But more important, I 
have reviewed all of my interests and 
brought myself up-to-date—and this with 
an amazingly small investment of time. 
On two occasions, projects that I had 
neglected were brought to 
light, and I worked them out with great 
profit to my firm, and great satisfaction 
to myself.” 

In the rush of business, many execu- 
tives may be burying ideas. projects, 
“prospects,” in their files every day, 
which would be brought to light by an 
occasional file-cleaning in the manner 


here described. 


HOW YOU CAN BE 
THE BOSS 


“SO YOU WANT to be the boss! 

“You are young, energetic, and deter- 
mined to reach the top in your chosen 
field. With your diploma proudly hang- 
ing on the wall, your job application ap- 
proved, you are about to show the busi- 
ness world what yau can do. 

“But hold on there, young man (or 
lady )—the road ahead is a bumpy one 
unless you know how to convert those 
stumbling blocks into stepping stones in 
reaching the executive chair.” 

With these words, Goldey College, a 
64-year old business school in Wilming- 
ton, Del., set out to tell last year’s June 
graduates, in friendly but pointed fashion, 
all the pitfalls young people encounter 
along the way. 

A booklet, based on a two-year study 
made by the college research department 
under the direction of Dr. Jay W. Miller, 
principal, was the informational medium. 

“The key to success,” says the booklet 
in summing up the study, “is sincerity of 
purpose, knowledge plus good public rela- 
tions.” 


The booklet lists four major steps 
future executives should follow: (1) 
know your goals, (2) think straight, 


(3) be fair, (4) follow through. 

Highlights of the success tips suggested 
for young men are: 

“1. A diploma or degree doesn’t end 
your quest for knowledge. Keep well 
informed through your library, news- 
papers, magazines. 

“2. You should have a constant en- 
thusiastic drive to be moving and doing. 
Each day should start with ‘Trenewed 
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“TIME IS MONEY!” THE BOSS TOLD SUE, 
"AND YOU WASTE MUCH TOO MUCH /” 
THEN TEX TIPPED SUE TO TEXCEL TAPE 

THAT STICKS WITH JUST A TOUCH / 


“WO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEMCEL DOES THE JOB 
SO NEAT AND QUICK AND SMART!” 
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UT EXCEL 1 APE. CELLOPHANE TAPE 
STICKS WITH A TOUCH 


POOR MAILROOM RED WAS ALL WOUND UP 
WITH STRING AND TWINE AND GLUE. 

“HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
1S WORKING SMOOTH AS HONEY, 


SAVES TIME, SAVES WORK, SAVES MONEY! 


MME / _— VW’ 


INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 


AND THATS CAUSE TEXCEL TAPE, OF COURSE, 


TEX saves tHe vay at THE OFFICE! 
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What does your 


OUure-WOrk 
COST? 


There’s money to be saved—right in your own 


office. The unbelievable ultra-matic perform- 
ance of the NEW FRIDEN has earned the 
statement . .. the NEW STANDARD of COM- 
PARISON. The fully automatic production of 
answers of all types of figuring problems, ef- 
fects savings in both time and operator effort. 
SAVINGS mean PROFITS. Just ask your 


local Friden representative for a free demon- 


stration or analysis of methods on your own 


work—in your own office. Then make your 
own comparisons, old against the new and dis- 
cover how by FRIDENIZING you can earn 
new PROFITS for your business. 


Friden Mechanical and Instructional 


Service is ‘lable in approximately 250 


Company Controlled Sales Agencies 
throughout the United States and Canada. 


CALCULATING MACHINE CO., INC. 


HOME OFFICE AND PLANT - SAN LEANDRO, CALIFORNIA - SALES AND SERVICE THROUGHOUT THE WORLD 
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efforts towards achievement, material re- 
wards and prestige. 

“3. A first impression, whether it be 
at the job interview or on a sales call, 
often means success or failure—be neat, 
courteous, tactful. 

“4. Ingenuity pays off. Most compa- 
nies solicit your ideas through suggestion 
boxes. Think yours out clearly, then 
submit it to the boss. 

“5. Wise guy or smart-alec attitudes 
don’t work in business. Be considerate. 
Make sure your instructions are clear, 
then explain why each step taken is 
necessary and important to the success of 
the business. 

“6. Accept supervision from superiors 
and don’t sulk when called in ‘on the 
carpet’. Face your responsibilities. 

“7. Know and understand money 
values—the corporation dollar, how much 
goes for taxes, goods and services, sal- 
aries, etc. Your own money, too, needs 
watching. Get in the savings habit. Watch 
your buying. Be ‘penny-wise’. Stay out of 
debt. 

“8. Make friends and your friends will 
make you. Be a good mixer. Take an in- 
terest in civic affairs. Be a leader. 

“9. A good executive knows that team- 
work makes for a successful business. 
Know your fellow workers. Understand 
the jobs of the office boy, the secretary, 


the plant foreman, the salesman in the 
field. 


“10. Don’t keep your nose too close to 
the grindstone. Overemphasis on work 
often results in breakdowns. A successful 
executive must have outside interests and 
relaxations to sustain his energy, balance 
his activities.” 

The booklet’s advice to young women 
includes such tips as: 

“l. For the modern career-minded girl, 
a secretarial position is but a stepping- 
stone to an executive position, but first 
you should master the tenets of charm 
and poise, possess leadership qualities, a 
pleasing personality. 

“2. Specifically, grooming for the job 
means a clear skin; trim, well-brushed 
hair; conservative, well-fitted clothes; a 
neat, fresh appearance. 

“3. The tenets of charm and poise, if 
properly pursued, can be invaluabte. But 
don’t let over-emphasis on glamour jeop- 
ardize your natural personality qualities. 

“4. A well-balanced diet of recreational 
pursuits, hobbies, or athletics will keep- 
you physically fit and mentally alert. De- 
velop a sense of humor. 


“rz 


5. Planning ahead avoids complicated, 
situations. Develop the 
schedule habit. Map out your work cal- 
endar in advance. 

“6. Women constitute 27 per cent of 
the nation’s total labor force. They influ- 
ence 80 per cent of our buying habits. 
Therefore, their opinions on merchandis- 
ing matters are respected by industry. 

“7. Turn out consistently good work. 
Check: yourself. Recognize your short- 
comings. Finish what you start. The 
world hates a quitter. 

“8. Go on to the next task without 
prodding. Relieve “your superior of bur- 
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ALL TYPES NOW ON HAND, READY FOR PROMPT DELIVERY TO YOU. 
THESE POPULAR, FAST SELLING MANIFOLD BOOKS ARE ALWAYS IN 
DEMAND. THE BOORUM & PEASE LINE CONSISTS OF THE FOLLOWING 
AND MANY OTHERS: 


@ SALESMEN’S MANIFOLD ORDER BOOKS 
Duplicate and triplicate forms—durable covers of 


press board—good grade paper. 


@ MANIFOLD CORRESPONDENCE BOOK 
The salesman’s constant companion. 


@ MANIFOLD MONEY RECEIPT BOOKS 
Lithographed on heavy white bond paper, duplicate 
on canary bond paper. 


Ask your Stationer to show you Catalog 49, pages 205 to 209 
inclusive, where you will find many sizes and forms listed, such as: 2 


SALESMEN'S ORDER BOOKS REMITTANCE BLANKS 
CORRESPONDENCE BOOKS BILL HEADS 
WEIGHERS' SCALE BOOKS MONEY RECEIPTS 
PACKAGE RECEIPTS RENT RECEIPTS, ETC. 


CONSULT YOUR STATIONER TODAY 


Sfandarg 


General Offices: 84 Hudson Ave., Brooklyn 1, N.Y 
Boston 10: 80 Summer St. © St. Louis 2: 115 So. 8th St. © Chicago 7: 310 W. Polk St. 
New York City Salesroom: 349 Broadway, New York 13 
Chicago Salesroom: 1519 Merchandise Mart Plaza, Chicago 54 
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O, Doctor, there is no scien- 

tific laboratory formula for 

media selection. But experi- 
enced space buyers do have an effec- 
tive and time-proven recipe for the 
profitable investment of advertising 
money—reasoning, judgement and 
experience PLUS THE USE OF 
FACTS. The basic advertising values 
of publications are reflected in the 
facts about their circulations. Also 
there are definite standards, mutually 
approved by buyers and sellers of ad- 
vertising, by which circulations may 
be uniformly measured. Hence circu- 
lation facts, when reported in accord- 
ance with these standards, provide a 
dependable guide to sound advertis- 
ing investments. 


The information that makes it pos- 
sible to measure advertising values 
based on circulation facts is given in 
the reports issued by the Audit Bureau 
of Circulations, a cooperative and 
nonprofit association of 3300 adver- 
tisers, advertising agencies and pub- 
lishers. The Bureau has a staff of 
experienced, specially trained circula- 


What! 
No Exact Formula? 


tion auditors who make annual in- 
spections and audits of the circulations 
of the publisher members. The factual 
data thus obtained is issued in the 
A.B.C. reports which are available to 
advertisers and agencies for use in 
comparing and selecting media. 


Guesswork and waste in advertis- 
ing are avoided when media is se- 
lected on the basis of the facts in 
A.B.C. reports. This business paper 
is a member of the Audit Bureau of 
Circulations. Ask for a copy of our 
A.B.C. report. 


SEND THE RIGHT MESSAGE 
TO THE RIGHT PEOPLE 


Paid subscriptions and renewals, 
as defined by A.B.C. standards, 
indicate a reader audience that 
has responded to a publication’s 
editorial appeal. With the interests 
of readers thus identified, it be- 
comes possible to reach specialized 
groups effectively with. specialized 


advertising appeals. | 


The audited information in A.B.C. 
reports for business papers includes 
the following: 


How much paid circulation. 

How much unpaid circulation. 
Prices paid by subscribers. 

How the circulation was obtained. 


Whether or not premiums were used as 
circulation inducements. 


Where the circulation goes. 

A breakdown of subscribers by 
occupation or business. 

How many subscribers renewed. 

How many are in arrears. 


OFFICE MANAGEMENT & Equipment 


The Executive’s Magazine Featuring Office Methods, Equipment, Personnel and Purchasing 


212 FIFTH AVE. 


NEW YORK 10, N. Y. 


ABC. REPORTS—FACTS AS THE BASIC MEASURE OF ADVERTISING VALUE 


i 
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TELL-I-VISION 


REG. U. S. PAT. OFF. 


SYSTEM files it 5 ways” 


JANUARY OFFICE SUPPLY 


KANSAS CITY 


rt sodas ed 


Reads like a book, from left to right. 
Grows as needed. 


THE 
< | ‘omead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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Here’s the Marvelous New Airkem Mist 


that banishes office odors 
and stuffiness quickly 


The new and sensational Airkem Mist is the quick answer to odor 
problems in your office. Say goodbye to the problem of smoke odors 


in conference rooms, stuffy reception areas or stale executive or Gs 
general offices! Just push the spray cap and presto—Airkem Mist We ; 
a wonderful quality of outdoor freshness to confined, odorous indoor é wl rKe 
air. No office is modern without Airkem Mist! BY MIST 


It’s good business to provide air of better quality in your offices. i? uLonepereys 
Keep efficient, economical Airkem Mist always handy. The low cost AIR FRESHENE wt 


*000n. cagenens sTHtT” 


counteracts even strong and offensive odors in a few seconds. Brings 


will surprise you. 
Just as Airkem Mist does a fast job on spot 
BBs odors—the H-2 Osmefan gives constant protec- AIRKEM Counteracts 
case tion against chronic odors. Beautifully designed 
ane in a gray or ivory finish, the Airkem H-2 Odors From: 
sss Osmefan is portable as a tiny table radio, oper- | 
ates quietly, creates no draft. 1. TOBACCO 5. CARPETS & i 
SMOKE FURNISHINGS 
2. HUMAN 6. CLEANING i 
OCCUPANCY COMPOUNDS | 
Airkem cannot be bought in 
— Airk 3. POOR 7. MANUFACTURING 
stores. Call your nearest Airkem VENTILATION PROCESSES 


Supplier today or write direct: 
Airkem, Inc., 241 East 44th St., 
New York 17, N.Y. 


4. REST ROOMS 8. PAINT 


April, 1950 21 


. fae os 2 CS ON ie ee : Sos 
iS . “Se - 
. . we . * “ 
x i : 
*~ i . bs OA e ‘. 
as €&) - 
, */ e ! 
5: = (4 , 
5 , 
bs = ~ re \ . * a 
uae : ca ones, 7 oe / VY, 
ae le es <<% ) 
om). eh vee 7 hp 
AGS ae " . Pr: : win | 
N . pith. a } Si om y . 2 , és 7 fn y : 
: “ee yell i > << . niin net : 
at 
| - °% - | 
ee = 
i 
il 
® = = D | 2 


CRISIS in the AWFUSS® 


(No. 3) 


“ON MONDAY | TOLD YOU TO TELL ME 
WEDNESDAY THAT | SHOULD BE IN 
PUNXSUTAWNEY THURSDAY” 


“GOSH! | WONDERED WHAT THAT 


STRING WAS FOR a 
— AND HERE “ : 
(NIT IS FRIDAY” . 


— 


- * An awtuss is a place where business is misconducted 


" i 

nil : To make sure that dates, appointments, and follow-ups are 
ie cad kept, get every secretary in your office a Globe-Wernicke 
i “Everyday File” — the great anti-forgetter. 


This automatic remembering 
; sth device saves endless wear and 
é tear on the nervous system, 
eliminates a lot of “I must re- 
member that” mental load on 
executive minds, sees that 
scheduled events take place. 


This Globe-Wernicke invention 


:. is widely used — because it’s 
a the simplest and most practical 
a systematizer ever developed. 
4 Trifling cost. 


a 
gee. 


In the modern office it is a 
MUST for executive assistants. 


Sold by dependable Globe- 
: ’ Wernicke dealers everywhere 
\ 2 — see the yellow pages in your 
; ' phone book under “Office Fur- 
niture and Equipment” in prin- 
cipal cities. 


The “Everyday File” is an- 
other Globe-Wernicke prod- 
duct designed for speeding 
up business—cutting costs. 


= ie 
Ze 
Ss 


g Specialists in 
‘Office Equipment, Systems 


and Visible Records Cincinnati 12, Ohio 
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densome details. Your record today de- 
termines your future tomorrow. 


“9. Take a look at the world about 
you. Broaden your interests and you will 
enrich your life. A woman’s place in the 
affairs of local and national government 
is becoming increasingly important. 

“10. Your Public Relations means 
everything you do or say that makes 
people like you and understand you. It’s 
a two-way road. What you think of 
people is important, but more important 
is what people think of you.” 


A NEXT STEP IN 
INDUSTRIAL RELATIONS 


Excerpts from one of the addresses of 
Lawrence A. Appley, president, 
American Management Association 


WE ARE actually entering that era 
when the tools of good personnel ad- 
ministration become the tools which the 
line executive uses to get the operating 
job done. Physical resources and human 
resources will no longer be subjects of 
independent and separate considerations. 
One can no longer be separated from the 
other. Effective handling of physical re- 
sources will be dependent upon manage- 
ment skill in dealing with human re- 
sources. 


Analysis of operating problems will be 
approached through the analysis of human 
problems. The solutions to lowering 
profits, sinking sales, increasing costs, 
unbalanced inventories, weakening sales 
promotion and slipping markets, will be 
found in the solutions to poor selection of 
people, inadequate training, stupid super- 
vision; bad salary and wage administra- 
tion. poor working conditions, haphazard 
methods of promotion, and ineffective in- 
centives. There is no operating problem 
that cannot be uncovered and there are 
none that can be solved as quickly or 
completely as through the careful use of 
personnel inventories. 

“Inventory” is a word common to all. 
It is so common and so well understood 
that I doubt many have bothered to ob- 
serve its definition in the dictionary. An 
inventory is “a summary, listing of stock, 
materials, equipment and personal quali- 
fications.” Few of us have realized that 
a summary or listing of human values is 
just as much a part of a complete inven- 
tory of a business as is the summariza- 
tion of stock, materials and equipment. 

When a management, from the top to 
first line supervision, puts in the same 
amount of time, effort, and skill into the 
inventory of personal qualifications as it 
does into the proper evaluation of its 
physical resources, the result is nothing 
short of astounding. 

This is what you have when a satisfac- 
tory and complete system of personnel 
inventory is operated in your organiza- 
tion: 

(1) An accurate written appraisal of 
the results, methods, personal qualifica- 
tions, background, and potential of each 
individual in the organization. It will be 
a fair and accurate reflection of the 
judgment of at least three people, ar- 
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identified as your own. 


Test Hammermill Mimeo-Bond. Send the coupon for 100-sheet 
test packet. With it we’ll include the Hammermill idea-book, 


“Better Stencil Copies.” ( 
i you need a er who is 
ready and willing to s oa 
your needs on Hamm 
capers. —ee hd 100-SHEET TRIAL 
n r on a: = 
25” for the name of a member PACKET OF HAMMERMILL 
of ————— Guild of MIMEO-BOND. 


ee 


WAMMER 


. HAMMERMILL MIMEOGRAPH PAPER 


“LOOK FOR THE WATERMARK ... IT IS 


oe 


HAMMERMILL’'S WORD OF HONOR TO THE PUBLIC 


That’s right! On Hammermill Mimeo-Bond you get as many as 5000 copies 
from a single stencil—and every one of them clear, clean, sharp, easy to read. 
On this specially processed mimeo paper you turn out bulletins, reports, price 
lists—any kind of mimeographed mailings—that invite reading and create sales. 

And Hammermill Mimeo-Bond comes in white and seven distinctive colors, 
enabling you to put your message on a “signal system color” readily 


_ MIMEO-BOND 


YES, MR. BARR. 
1 ONLY NEED TO 
CUT ONE STENCIL 
FOR AS MANY AS 
5000 COPIES ON 
HAMMERMILL 
MIMEO-BOND 


Hamrhermill Paper Company 7 
1471 East Lake Road, Erie, Pennsylvania 


Please send me — FREE —the 100-sheet packet of Hammermill 
Mimeo-Bond and a copy of “Better Stencil Copies.” 


(Please attach to, or write on, your business letterhead) om-ae 
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OFFICE MANAGEMENT aad Equipment 

is the Only magazine edited exclusively for 
office executives who are responsible for the 
purchases of office equipment, stationery and 


Through this magazine, going regularly to a 100°. 
Ereredes. ites of 5370 Presidain General 
Managers, Treasurers; Comptrollers, Pur ing 
Agents: 4630 Office Managers, Accountants, Audi- 
‘tors, Method’s Supervisors, Chief Clerks, etc., you 
can use 12 monthly page advertisements at less tha 

half the cest of a single page in some of the jenera 

weekly publications. = * | af ee. 


The editorial ability of 
OFFICE MANAGEMENT and EQUIPMENT to provide the 
kind of information wanted by office executives everywhere is 
generally recognized .... More and more advertisers are now finding — to their satistac- 


tion and profit—that this magazine is a direct line of communication 
to the office executives of Big Business . . . that whether they sell 
direct or through dealers, they can sell these large volume users most 
easily through the one magazine that is edited for them and circu- 
lated exclusively to them. 

-++ There is no other magazine that takes its place. If you haven't yet 
discovered the force and economy of this publication, you ought to 
do so now. The first of the year will see many new schedules starting 
in OFFICE MANAGEMENT and EQUIPMENT. 


OFFICE MANAGEMENT 
aud &. : 


The Office Executive's Own Magazine 
212 FIFTH AVENUE + NEW YORK 10, WY: 
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STEEL AGE 


Plan Drawer Files 


provide the Siftal” protection 
for BIG oe 


Tracing: 


There’s nothing like the sure, sturdy 
protection of Steel Age Plan Drawer Units for 


You need STEEL AGE the safe and efficient filing of valuable blueprints, 
tracings and other large papers. Designed and built with 
Plan Drawer Units traditional Corry-Jamestown attention to quality and detail, 


these interchangeable units can be readily adapted to any 


: lan filing job. There are three overall sizes: 
if you file M6" x 24", p" x 30" and 48" x 36". Units are 
7 available with 1, 3, 5 and 10 drawers and drawers are 
* Blueprints made with 1, 2, 4, 6 and 8 compartments. Rear hoods and 
a front compressors keep papers flat and orderly. Each drawer! 
* Tracings glides smoothly on rollers. Electro-welded construction 
assures a rigid case and smooth drawer operation, even 
+ Plans when stacked high and loaded heavily. @ Send today 


for complete information. No obligation. 


* Maps 
* Art Work 


* Newspaper Mats 


* Engravings —  - CORRY—JAMESTOWN 
MANUFACTURING CORPORATION « CORRY, 
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Ed, the Office Manager, sees 
stepped-up work efficiency... 
fewer minutes wasted at the sharp- 
ener...fewer work-interruptions. 
And the Boss sees over-all 
economy in pencils GUARANTEED 
not to break in normal use. 
Write for FREE pamphlet “How 
to Relate Pencils to Results,” 


a 


; ctahonsters tests peers 
\ Monoke * 


plastic . . « over the 
average of all well-known 
pencils in the MONGOL 
price range. Trane manne 
PAT. OFF. 


EBERHARD FABER 


37 Greenpoint Avenue, Brooklyn 22, N. Y. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 

Directory Department—a staff that works 

all year long correcting lists of manufac- 

turers, distributors, classes of merchan- 

dise and trade names, keeping records 

up-to-date to serve you with dispatch and 
ciency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best —— of supply a. individual 
pieces of equipment or large quantities 
of office complies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subscribers Informution Department 


OFFICE MANAGEMENT 


AND EQUIPMENT 
212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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rived at in joint discussion, and supported 
by factual data. This will in turn be 
confirmed by a _ responsible reviewing 
group of at least three people. 


(2) A specific plan of action for each 
individual, which will indicate, first 
whether or not he or she is to remain in 
the present position of responsibility, or 
second, whether he should be removed 
from the job. If he is to stay in his 
present job, a program will be indicated 
which is to be followed for improving 
his individual productiveness on the job 
and for preparing him for positions of 
greater responsibility. It may indicate 
that he is on probation for a certain defi- 
nite period of time. If it indicates that 
he is to be removed from the job, then 
it will be known as to whether he is to 
be promoted, demoted, transferred to a 
job of equal status, or terminated. If he 
is to be terminated, the answer will be 
indicated as to whether he is being dis- 
missed for cause, given a termiration al- 
lowance, or placed on pension. It will 
identify the definite date for the action 
to be completed. 


(3) Informed employees who have 
been advised of the results of the ap- 
praisals and of the plans arising there- 
from. 


(4) A summary chart which graph- 
ically presents the results of the apprais- 
als of a given group. This gives an over- 
all picture of the human resources in a 
particular organization unit. 


(5) Lists of individuals whose apprais- 
als indicate they are in line for key po- 
sitions. Each position will indicate those 
immediately available for promotion to 
it, those promotable within a reasonably 
limited time, and those who have ulti- 
mate potential for development to that 
level. 


(6) A knowledge of operating prob- 
lems in every phase of the business, and 
plans for their solution. 


(7) An _ understanding and morale 
throughout the organization, resulting 
from an objective of mutual helpfulness, 
that cannot be acquired in any other way. 


(8) A more complete knowledge by 
the supervisory and executive organiza- 
tion of the operations of a business, in 
less time and with greater accuracy than 
it can be attained in any other way. 


(9) Greater individual productiveness 
and noticeable increased returns to the 
management, to the employees, to the 
consumers, and to the investors. 

America is what it is today because 
we have made more effective use of hu- 
man energy than any other people in the 
world, at any time or in any place. We 
will maintain our position only by in- 
creasing our utilization of human energy. 
The only way we can do that is by an 
intelligent knowledge of what human re- 
sources we have and of methods by which 
we can increase their individual produc- 
tiveness. This can be maintained only 
through the rapid and broad growth of 
greater understanding of human values, 
and of the use of media for increasing 
our knowledge of people and our under- 
standing of them. 
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, 
| The wise phi- > 
; losopher who penned { 
these famous words 
wasn’t writing about can- 
cer. For cancer strikes 
most viciously atthose 
who close their eyes, ears, 
mouths—and minds. 


We must see the 
> facts in order to combat 
cancer. We must listen to 
the facts in order to learn 
cancer’s danger signals. 
And we must speak the 
< = facts in order to help edu- 
cate and protect our 
neighbors from this 
mortal enemy of man. 


With all our wy 
senses — and our hearts — ; 
we must heed humanity’s = 
needs, and contribute to = 
the American Cancer 
Society’s program of Re- 2 


search, Education and 
Service ... your crusade 
against cancer. 


GIVE TO 
CONQUER CANCER 


AMERICAN 
CANCER | 
SOCIETY 


SO 


a 
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| Youll wat 
| this FREE 
BOOKLET 


You’ve never seen such a big money- 
saver in so small a package as the new 
Remington Rand Work Simplification 
Kit. With this equipment you yourself 
can quickly bring your office routines up 
to the modern mark of step-saving, time- 
saving, cost-saving efficiency—at a cost 
about half what you pay your office boy 
for a week. The Kit includes a durable 
plastic Office Planning Layout Template, 
500 Process Analysis Work Sheets, and 
practical, easy-to-read instruction man- 
uals for both. Be sure to mail the coupon 
today — before you forget — for the 

descriptive booklet shown here. 
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THE FIRST NAME IN BUSINESS SYSTEMS 


Management Controls Library, Room 431 
WH” 315 Fourth Ave., New York 10, N. Y. 


Gentlemen: Kindly send me at once my FREE copy of 
SPG 4173, describing your Work Simplification Kit. 


NAME 
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“Y and E” Style-Master Associate desk in Neutra-tone gray is illustrated. 


“This man is going places...’ 


“Jim Burnett had 
spoken to me 
several times 
about the serv- 
ice he and his 

company could give me. I dropped in 
on him today to see what sort of an 
operation he had. I was impressed. It 
is not a large company, but the offices 
radiate quiet efficiency. They are nice 
looking offices too. I couldn't help but 
think ‘this man is going places’.” 

Jim Burnett's offices are helping him 


Ce 


WEUTRA-TONE 


Write for brochure 4002 which 
features “Y and E" steel 
office furniture. 


to go places. They are helping because 
they say to prospects, ‘This company is 
successful—they will handle your busi- 
ness well.” 

Your office can help you to greater 
success—if you plan it with care. "Y 
and E” office equipment is designed 
and made to fit an office that expresses 
success. It is efficient to use, pleasant 
to look at. 

There is a “Y and E” representative 
in your community ... Call him for help 
in planning an effective office. 


Also Makers of Quality Filing Systems and Supplies 


A Sag 


1045 JAY STREET - ROCHESTER 3,N. Y., U. S. A. 
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Office 
Management 


AND EQUIPMENT 


Acme photo. 


Treasury employees start writing $2,800,000,000 in G.I. insurance dividend checks 


the GOVERNMENT OFFICE 
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OFFICE MANAGEMENT in the ofhces of government units everywhere has 
a special responsibility in these days of growing criticism of government costs. 

So much of the work of government on all levels from Federal down to 
village is office work that the question of its efficiency is of concern to every- 
body. When political controversy gets under way, with the inevitable attacks 
and defenses on the way the taxpayers’ money is being spent, it is the govern- 
ment office which is usually caught in the middle. 

The vast army of government office people have little or nothing to do 
with policy-making. Their job is performance—and too little publicity is ever 
given to the fact that their performance in most cases can stand comparison 
with that of any well-administered non-government office. If government offices 
are in many cases over-manned, this is generally not attributable to the man- 
agement or the employees of the offices, but to prssure from the party which 
happens to be in power. If government offices are so often drab in appearance 
and poorly equipped compared to the offices of business, here again is a fault 
for which there are many political reasons. 

Those who manage these offices—the men and women who get the job 
done despite these handicaps—owe it to themselves and the citizens whom they 
serve to fight consistently against the prevalent impression that the offices of 
government cannot be as bright and attractive, as smoothly operating, and as 
efhcient in the utilization of their budget as the non-government office. 

Constant, unthinking criticism of government offices lowers morale and 
efficiency. There should be positive action on the part of management in that 
sector of the office world to emphasize good work done, and the planning which 
goes on to make it better. 
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What opportunity _ will 
their office give them for 


Training of 
THE OFFICE 
RECRUIT 


By MADELINE S. STRONY 
Educational Director, Gregg Publishing Co., New York 


WE HEAR CRITICISM on all sides that the schools 
of today are not doing their job of training the 
youth to produce, to have good working habits, to 
punctuate, to spell, etc., etc. The person doing the 
criticism usually ends something like this: 

“What are the schools doing, to turn out such 
graduates! Why, do you know only last month they 
sent me...” and on and on. 

I am not trying to take sides with the schools, but 
I do think that sometimes we lose sight of our pres- 
ent educational picture. Dr. Herbert Tonne of New 
York University has pointed out over and over again 
that in 1900, only the economically and intellectually 
elite went to high school. Today, only the most un- 
fortunate pupils are deprived of secondary education. 
We know this is true, and as Dean Godolphin of 
Princeton says, the diploma is nothing more than a 
“white collar union card.” It gives no indication of 
what the person possessing it is capable of doing. 
Management can select its personnel, but schools can- 
not select the students they will teach — all must be 
given the same chance in this democratic society. 


Photos by Ewing Galloway, N. Y. 


self-development? 


Has she a salable skill? 


At a recent meeting of business teachers, the ques- 
tion came up as to what are we going to do with the 
students of low mentality or ability who want busi- 
ness subjects. Dr. D. D. Lessenberry of the University 
of Pittsburgh said, “God has made them and it is our 
task to teach them. Each is going to be a taxpayer, 
each is going to earn a living — or be on the relief 
rolls — establish a home, have a family and send 
their children on to us to start all over again.” 

You don’t want these people in your offices, but 
they can’t be ignored. 

Don’t think the schools are not alive to their re- 
sponsibilities. 

“The primary objective of business education in 
New Jersey is training on a broad marginal job level 
appropriate to meet the needs of students in the 
positions that they are likely to fill upon graduation”, 
is the first conclusion listed in a recent survey on the 
subject made in that state. 

“Schools are endeavoring, through contacts with 
former graduates, business men, industrial leaders, 
and others to bridge the gulf which has existed be- 
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Adverse criticism should be given constructively at the time an error occurs 
— not let to pile up 


tween the school and the realities of work’, is another 
conclusion. 

A comparable survey inaugurated by Deputy Super- 
intendent Frederic Ernst of the New York City 
schools has been looking for answers to such ques- 
tions as: 

“What standards are the students required to meet 
before being permitted to study either stenography 
or typewriting?”’ 

“Do we aim to develop a salable skill in stenog- 
raphy and typewriting? If so, with what percent of 
our pupils do we accomplish this aim?” 

I would at this time like to outline for you how 
certain organizations select their office workers, and 
well-trained ones at that. If the schools were not 
training some good office help, you’d be hiring those 
of forty or more who today are walking the streets 
in need of jobs. (Or could it be that you would have 
to pay them considerably more money?) Roland 
Baxt, executive director of New York’s Federation 
Employment Service, hopes that soon there will be a 
national “Jobs for Older Folks Week” each year. 

Suppose I start with Firm A. Firm A is very well 
acquainted with the business teachers in the nearby 
vicinity. One of the executives goes into the schools 
and gives brief talks to the commercial clubs. But he 
doesn’t stop there. He notices several alert young- 
sters who ask questions and seem to have something 
“on the ball.” After the meeting he discusses these 
people with the teacher, he asks if he may see their 
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* 


The new employee must be made to feel at home 
on the job as quickly as possible 


records or learn something further about them. Are 
they on time? How do they get along with their 
teachers? Are they reasonably aggressive? What is the 
quality of their work? He asks to see some of it. The 
teacher is pleased to show it and feels here is one 
business man who really tries to find out what is 


going on. (To page 69) 
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Before the modernization began 


BIG REMODELING PROGRAM 


UNION CENTRAL LIFE INSURANCE CO. of 
Cincinnati, the seventeenth largest life insurance com- 
pany in the world, recently embarked on a very ex- 
tensive remodeling program. This company, founded 
in 1867, has its home office at the southwest corner of 
Fourth and Vine Sts., in Cincinnati. 

The building which is being remodeled was erect- 
ed in 1927. More than 140,000 square feet of office 
space constitute the area being modernized. The 
modernization includes a troffer fluorescent lighting 
installation, new floor covering, new gray steel desks 
and aluminum chairs, refinishing of all filing cabinets 
and other miscellaneous office equipment in gray to 
match the desks, acoustic ceiling, walls of a soft pastel 
green, and new ventilation. The new ceiling has been 
furred down 2 feet below the original ceiling and 
consists of 12-inch-square, acoustically-lined, perfor- 
ated metal blocks. The ventilating equipment 
changes the air throughout the area every four min- 
utes. 

Before the lighting or any other step in the mod- 
ernization program was decided upon, other large 
offices throughout the country were inspected and 
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great study was given to the advantages and disadvan- 
tages of each type of lighting, flooring, ventilation, or 
other feature viewed. 

The color scheme for walls, ceiling, and furniture 
was finally decided upon as being the best for the 
lighting effect and thus producing the finest working 
conditions. 

An area of 33,500 square feet has been completed 
and is in use as this article is written. Three addi- 
tional floors, one of which is under construction at 
the present time, will be completed as soon as mate- 
rials are available. 

By the modernization program, the Union Central 
has made available the entire square foot area of each 
floor for office space, some of which was not hitherto 
usable for close clerical work, and complete use of this 
area has enabled the company to consolidate the same 
personnel on four floors which was formerly spread 
over five floors. 

The fourth floor, consisting of more than 33,000 
square feet, is now available for rental and some of 
the space already has been rented for use by other 
organizations. 
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After completion of remodeling in this area 


7 ; rer © 


for Union Central Life Insurance 


Extensive modernization of Cincinnati offices reflect 
close study of office layout elsewhere through country 


Office managers of the various departments now oc- 
cupying the modernized space report that personnel 
morale has been greatly improved and that employes 
are doing considerably better work because of the 
vastly improved lighting. 

Floor covering in the building remodeling is asphalt 
tile made by the Uvalde Rock Asphalt Co., San An- 
tonio, Texas, purchased and installed by Durbrow & 
Otte Co., Cincinnati. 

The acoustic ceiling is perforated metal pan made 
by the Armstrong Cork Co., purchased and installed 
by the Cincinnati Flooring Co., Cincinnati. 

Fluorescent lighting fixtures are of the recessed 
troffer three 4-foot tube type, manufactured by Edwin 
F. Guth Co., St. Louis, and purchased from the F. D. 
Lawrence Electric Co. and the Johnson Electric Sup- 
ply Co., both of Cincinnati. 

Electrical contractor for the rewiring and installa- 
tion of lighting fixtures was the Bertke Electric Co., 
Cincinnati. 

Ventilating fans, pedestal and window, are from the 
American Blower Co., and were purchased through 
the F. D. Lawrence Electric Co., Cincinnati. 
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The following is the complete data for the lighting: 


Before 
Footcandles 10 
Units .. 340-200 W. incandes- 
cent enclosed semi- 
indirect 
Area in sq. ft. 33.500 
Connected load. . 68 KW 
Watts per sq. ft. 2.1 
Spacing 12 ft. x 8 ft. centers 
Ceiling height. 12 ft. 
Mounting height 8.6 ft. 


Lamps 200 Watt incandescent 


re After 
60 
1080 recessed 3-lamp 
40-watt-M-3566 
Guth luminaires 
$3,500 
*108 KW 
3.2 
6 ft. centers 
10 ft. 
10 ft. 
40 watt 3500° white 


*The third lamp ballasts. sockets, circuit wiring and switches are 


part of this system. 
this intensity to 90 f.c. 


Installation of lamps only is needed to increase 
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Evelyn Thomas, secretary 
in the Production Plan- 
ning Division of Merck & 
Co., Ine., internationally 
known chemists, arrives at 
the company’s offices in 
Rahway, N. J., to find that 
a cameraman has been 
assigned to follow her 
around, to get a pictorial 
record of a secretary’s day 
for the company’s maga- 
zine “The Merck Review.” 


Now, and several times through the day, Mrs. 
Thomas distributes important mail. 


Following through on an assign- 
ment, Mrs. Thomas discusses a 
record problem with Howard Mat- 
thews at his desk in the P. & S. 
Planning Department. . 


Left, below: at Merck, secretaries are responsible 
for certain special departmental files. Here Mrs. 
Thomas checks on a wanted paper. Right: lunch 
time—and our secretary lines up with other staff 
members for an appetizing sandwich. 
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Her boss, J. G. Dickson, head of the Production 
Planning Division, and Mrs. Thomas sit down for 
some important dictation. 


Mrs. Thomas and Roy Clark, head of the Mailing 
Department, find their duties bring them together 
in that last-minute mail rush. 


Homeward bound—Mrs. Thomas 
joins the throng on the way out 
through the Administration Lobby. 
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OFFICE PROBLEMS SEMINAR 


By ELEANOR WOOD 


THE RECENT EIGHTH ANNUAL SEMINAR and 
office equipment exhibit, jointly sponsored by the 
Office Management Association of Chicago and North- 
western University, testified once again, as previous 
Seminars have, to the strong and intelligent interest 
the business man of today has in office management 
problems and their solution. 

Held February 27th-March ist at the Stevens Hotel 
in Chicago, the Seminar had as its theme “Operation 
Economy.” : 

The chairman of the opening luncheon meeting, 
Kenneth B. Willett, chairman of the board of the 
National Office Management Association and_ vice- 
president of Hardware Mutuals, introduced Myron D. 
Ross, president of the Office Management Association 
of Chicago and chief of the cash operating department 
of Jewel Food Stores, and Dean Payson S. Wild, Jr., 
dean of faculty and vice-president of Northwestern 
University, who both welcomed the members, on be- 
half of the association and the university. 

James F. Oates, Jr., chairman of the Peoples Gas 
Light & Coke Co., and principal speaker of the lunch- 
eon session, emphasized in his “Discussion of Human 
Relationships” the fact that an employee must have a 
sense of confidence and security and a feeling of satis- 
faction and pride in his job in order to enjoy it. He 
must know the importance and significance of his 
work, and feel that his employer has a sincere interest 
in him as a human being. 


36 OFFICE MANAGEMENT AND EQUIPMENT 


“A genuine interest in the individual is the founda- 
tion for sound relations,” Mr. Oates said. 

“Management should adhere to an ‘open door’ pol- 
icy, to the end that each employee will feel free to dis- 
cuss with company management any matter affecting 
either his or the company’s welfare. 

“I suppose if you were going to select any principle 
as the heart of our philosophy on this matter, it would 
be that. 

“I say every employee has an important job. If his 
job isn’t important, it ought to be discarded.” 

Addressing the opening day afternoon session, at 
which Dr. Robert P. Brecht, of Wharton School of 
Finance and Commerce, NOMA’s 2nd vice-president, 
presided, Dr. A. C. Van Dusen, associate professor of 
psychology at Northwestern University, told his audi- 
ence that too many employers forget to give their sub- 
ordinates a pat on the back for a job well done. 

“The boss is always quick to deal out criticism when 
things go wrong, but somehow he omits the giving of 
strong approval when things are going right,” he de- 
clared in his talk on “Better Team Work.” “Better 
team work depends on praise as well as correction 
when improvement is needed.” 

Professor Van Dusen said that the kind of atmos- 
phere which must prevail when we are to feel like 
cooperating is one in which we get a fair share of 
recognition for a job well done and an opportunity 
to assume responsibility. 
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Vice-President Barkley was honor guest at banquet 


attracts hundreds of executives 


“Better team work only exists where both the 
management and the employees feel secure in their 
job relations,” he concluded. 

“Employers are making new and scientific use of 
the employment application blank in an effort to de- 
termine the aptitude and the personality of an appli- 
cant before he is hired to fill a job,” Joseph M. Herr- 


man, personnel director of the American National 
Bank & Trust Co., emphasized in his address on “Mak- 
ing the Right Selection,” a feature of the morning 
session the second day, at which NOMA President 
Hugh Wichert, of Fairmont Foods Co., Omaha, Neb., 
presided. 

He said that the one item that has up to now 


One of the sessions 
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Harry L. Wylie, of Pure Oil Co. 


stumped all the personnel evaluators is the problem 
of personality, but that now it is possible to get the 
answers in advance to such questions as “What is the 
person like inside?’’, “What are his ambitions?”, “How 
does he get along with people and why?”, and “Is he 
emotionally stable or unstable?” 

Such devices as the Executive Personality Evaluation 
developed by Social Research, Inc., the Murray The- 
matic Apperception Test, the Henry-Moore Test of 
Thematic Production, and the Personal History have 
made these results possible, he declared. 

“The Personal History covers about one hundred 
different points of information, all of which have 
been developed for scoring,” Mr. Herrman said. “This 
is destined for a top place in any well-developed test- 
ing program. It points out the psychological, well- 
adjusted person and screens out those who are not.” 

Mr. Herrman predicted that the newly developed 
techniques for prejudging job applicants will prevent 
many unhappy work situations and react to the bene- 
fit of both employer and employee. 

“It’s the little things that really count in people’s 
lives,” Dr. Cylvia A. Sorkin, St. Louis educator and 
psychologist, told her audience in a talk entitled “It’s 
the Little Things That Count.” 

Among topics which should be covered in an induc- 
tion program, according to Dr. Sorkin, are: 

1. Telephone techniques: “Don’t overlook voice 
control and the proper frame of mind when answer- 
ing the phone. Avoid unnecessary delays, misinforma- 
tion, difficulty in locating the party called, harsh and 
unfriendly tones, and the necessity of making repeated 
requests to several people. Don’t be a telephone tiger!” 

2. Business letters: “Such faults as no literary 
style, hackneyed phrases, and lengthy sentences.” 

3. Memory: “Pay exceptionally close attention 
while learning and more than half the battle is won. 
One’s ability to remember is best between 20 and 45: 

(Incidentally, women are attractive at 20, attentive 
at go, and adhesive at 40.)” 

Dr. Sorkin also gave ten hints for improving mental 
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c 
efficiency of executives and employees: < 
1. Be motivated. Have a desire to learn. : 
2. Plan or schedule work to be learned. . 
3. Improve reading habits. 
4- Take time to digest what you learn. ‘ 
5. Understand the meaning of what you learn. ‘ 
6. Relate new material or facts to known facts. ' 
7. «Be active in participation. ‘ 
8. Over-learn. ‘ 
g. Evaluate material learned in terms of degree of 
importance. : 


10. Don’t be afraid to use memory devices. 

In his talk, “Key to Effective Management,” at the 
second afternoon session, presided over by W. H. 
Evans, NOMA secretary and treasurer, A. Gordon | 
Bradt, second vice-president of the Continental Illinois 
National Bank & Trust Co., pointed out that too many | 
office executives focused their sights on figures, re- | 


A. Gordon Bradt, of Continental Illinois National 
Bank & Trust Co. 


ports, and other papers when they should be focused 
on such important functions as operation, education 
and training, and personal relations. 

He emphasized that to serve industry and_ people 
effectively, goods and service must be produced at the 
lowest prices consistent with the fair profit of stock- 
holders. Business must be adequately equipped to 
deal with customers through proper education and 
training. He described education as an understanding 
of objectives, functions, and service. In_ business, 
training consists in learning how to do a specific job ¥ 
assignment effectively. 

Mr. Bradt said that on all sides of us there are 
people coming and going without realizing why they 
are here, what they are doing, or where they are go- 
ing. Our job is to clarify objectives for their business 
liyes, and to give purpose and meaning to their work, 
and to show what their efforts can accomplish. 

Mr. Bradt concluded his talk with the remark that 
most people use about fifty percent of their individual 
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capacity in their daily work, and suggested that one _— supervision that vitalizes the human relations aspect 
of our greatest points for improvement for operation of employment.” 


economy is to release more of the talent for which we “While industry has always given attention to the 

are paying. human welfare aspects of employment, recent advance- 
“Supervisor's Responsibility for Training and Direc- _ ments in science, engineering, and medicine have made 

tion” was the address of Claude V. McBroom, director _ greater improvements possible. The employee’s favor- 

n. of production, Meredith Publishing Co., who pointed _—able reaction to eye-appealing decoration, adequate 
.. out the great opportunity which is presented to the equipment, better illumination, sound-proofing, and 


office executive in the United States in planning and __ the release of strain by well-selected music are well 

developing their abilities as individuals, in contrast known to modern management. 

-e of to the repressive limitations and controls imposed by “These and hundreds of other items are directed 

the totalitarian type of government. . toward promoting industrial peace and job satisfaction 
Mr. McBroom held that office executives and super- through physical comfort and convenience of the 


. the visors have a serious responsibility not only in train- workers. These are important factors in attaining 

HL ing and directing their co-workers in the duties of effective production, but they alone do not produce 

rdon their positions but in exerting a constructive influence —_ responsiveness and cooperation from the employees. 

inois on them to build better citizens in their firm, who will = [he human relations aspects of employment require ! 
nany in turn extend that influence to others in helping to equal attention. The relations between supervisor and a 
, re- combat the menace of communism. 


worker may defeat the beneficial effects of improve- 
ments in working conditions.” 


On the subject “Can You Justify Today’s Office 
Costs?” at the final afternoon session, presided over 
by Jack Woods, of Municipal University of Omaha, 
president of the Omaha NOMA chapter, W. Miller 
Bennett, controller of Inland Container Corp., and 
first vice-president of NOMA, pointed out that there 
is plenty of room for improvement in office costs. The 
four major categories involving expenses, he said, are 
procedures, forms control, office machines, and people. 

He stressed the necessity for study of office proce- 


The final morning session, at which Wayne Rees- 
man, of Wisconsin Electric Power Co., president of 
the Milwaukee NOMA chapter, presided, heard a talk 
on “A Formula for Effective Performance” by Harry 
L. Wylie, assistant secretary and treasurer of the Pure 
Oil Co. and faculty member of the Northwestern Uni- 
versity, 

“The ingredient of a formula for effective perform- 
ance in the office is found in adequate equipment, 
satisfactory working conditions, and simplified proce- 
dures,” Mr. Wiley said. 

“The catalytic agent that makes the formula effec- 
tive and sustains the results is trained and competent (To page 72) 


The exhibit was a center of interest 
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One of the office wagons 


OFFICES 
FOR THE 
CIRCUS 


By GRACE BUCKLEY 


Midway, outside main entrance 


WHEN “THE GREATEST SHOW ON EARTH” 
goes on the road with its gay colored wagons, office 
equipment goes with it. But desks, typewriters, add- 
ing machines, and other office machines do not go into 


~ action until the empty, swaying wagons to which they 


are bolted are unloaded from the flat cars, and the 
show goes on. 

Then Ringling Bros. and Barnum & Bailey pay- 
masters and secretaries keep regular daytime hours in 
their wagon offices—each wagon a different color. 
Wagons are not used, though, when the show comes to 
New York. Then President John Ringling North, his 
brother, Harry North, and other executives and de- 
partment heads of the organization occupy offices in 
famous Madison Square Garden. 

The circus carries ten desks—of the kind you would 
expect to find in any well conducted business. Two 
of the executive desks are in the Silver Wagon, head- 
quarters for John Ringling North, his assistant. Mr. 
Concello, and their secretaries. This wagon is well 
equipped with filing cabinets. Desks and office ma- 
chines are also carried in the wagons housing the 
ticket and legal adjustment departments. Regular 
office swivel chairs are used. 

Each of the two time-keepers, brothers, who make 
up the payroll for the 1500 to 1600 people who go on 
the road, has his own wagon. Payroll for the 650 to 
750 circus workers is handled in a red wagon, while 
payroll for staff and performers is made up in a yellow 
wagon. The paymasters share the use of an Addresso- 
graph, which proves a valuable aid in making out pay 
vouchers. 

About a dozen typewriters, including both office ma- 
chines and portables, are taken on the road for use by 
the two young women secretaries and by staff members 
generally. Several portable typewriter tables aid their 
convenient use. A number of adding machines and 
calculators are also taken along, as well as adequate 
filing equipment. 

Machines and equipment are all kept busy, for the 
circus has a large amount of correspondence and paper 
work to handle during the eight months that it is on 
the road. During this time the wagon offices are set 
up about 135 times, though more than this number 
of stops is often included in the route schedule. Let- 


Some of the working elephants 
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Inside the executive office wagon 


ters and reports are despatched daily to the general 
ofces and winter quarters at Sarasota, Fla., where the 
circus with its executives and secretaries settles down 
at the end of the season. Here there are a number ol 
well equipped private offices, and an efhcient office 
staff. A small office is also maintained at 10 Rocke- 
feller Plaza, New York. 

For all its correspondence, the circus uses stationery 
that suggests the color and atmosphere of the Big Top. 
Red and blue are predominant in letterheads, which 
feature the Ringling symbol, a small world globe bear- 
ing the slogan, “The Greatest Show on Earth.” A 
laughing clown is featured against a big top back- 
ground on letterheads used by public relations. The 
colorful corner decoration that makes letter envelopes 
distinctive includes performing elephants, their trunks 
clasped above a red sign featuring the circus name and 
symbol, with a pirouetting horse on one side and a 
clown on the other. 

A Motorola inter-office communicating system oper- 
ating on short-wave radio frequency serves the circus 
while on the road. The master station has its own 
wagon and operator. Installations permit various de- 
partments to communicate with one another through 
the master station, among them the _ time-keepers’ 
wagons, ticket sales, electrician’s office, and usually a 
wagon at the railroad crossing. The system has a 
range of several miles, and thus can direct its station 
wagon and cars to pick up visitors arriving at the sta- 
tion. The system is also helpful to the train-master 
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Offices in the wagons take care of all circus paperwork 


loading wagons of different lengths, which must fit 
exactly into the flat cars, in specifying the length he 
needs—24, 20, 18, or 16 feet. The circus usually trav- 
els in about 100 railroad cars, including stock cars, 
sleepers, other Pullmans, and flat cars for wagons. 

Coordinating the entire effort, serving as the cen- 
ter of administratve activity while on the road, are 
the office wagons. 
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One of greatest blocks to 

office efficiency may be stu- 

dent’s: failure to develop 
sense of responsibility 


: ety ger” ait 


REAL OFFICE EFFICIENCY 


By ROBERT A. STEFFES 


Chairman, Department of Journalism, 
Southern Illinois University, Carbondale, Ill. 


A NEW SLANT on the familiar “what's wrong with 
secretaries” theme has been discovered at Southern 
Illinois University in Carbondale. 

When some student-secretaries in the stenographic 
pool started batting low on even the simplest of 
campus office jobs, university officials decided to take 
the problem right back to one of their typing and 
shorthand teachers, Prof. Van A. Buboltz. The result 
was a short, no-credit refresher course to which office 
chiefs could send their secretaries. 

Exhibit “A”—the collective sins of the secretaries— 
wasn’t unique so far as office inefficiency goes. It was 
the usual run of letters with too much erasing, stencils 
that failed to cut deep enough, type keys clogged with 
lint. In another envelope were letters from depart- 
ment heads—confidential reports that mostly began 
like this: “Please teach Marie not to.. .” 

Of great concern to Professor Buboltz was the fact 
that many of these girls had been trained in the uni- 
versity’s own business administration department 
(some his own students), yet their efficiency had 
dropped when they were on their own. 

One of the greatest blocks to efficiency was found to 
lie in the fact that the student, in working for a 
teacher, had become so accustomed to having her su- 
perior check the work that all sense of responsibility 
vanished. The stenographer expected her boss to do 
the proofreading before he signed or okayed the ma- 
terial. 

The problem went further. There was no standard- 
ization, no appreciation of the practical work of keep- 
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ing an office in order. And the comments from depart- 
ment heads—these girls’ bosses—proved that many 
were unhappy about the work produced. Consistently 
repeated was something to the effect that “this worker 
refuses to accept any responsibility.” Not major office 
responsibilities, mind you, but rather the simple tasks 
of getting things right, meeting deadlines, and check- 
ing their own work. 

The short course, then, did not involve the usual 
clatter of typewriters batting off easy letter copy. Pro- 
fessor Buboltz knew the students would rather do this, 
because it’s easiest, but in the course nine-tenths of the 
time the covers were left on the machines. Actual typ- 
ing was done only on complicated forms that needed 
fill-ins or on stencils. 

Professor Buboltz was remembering what one em- 
ployer had said: “I am a typist myself. If necessary, I 
can prepare my own letters. But I have need for 
someone who will take the responsibility of not only 
conveying my ideas correctly, but, if necessary, to pol- 
ish up an awkward phrase.” 

This implies that the secretary must occasionally 
think before trying to transcribe the boss’s latest memo 
at high speed. 

It was revealed also that only the top-flight candi- 
dates could be depended upon for meticulous proof- 
reading of their work. Only a few could spot the 
“boss's error” and correct it in the final draft. And it 
seemed fairly unanimous that no one could perform 
the simple mechanics of changing a typewriter ribbon, 
or cleaning the type! 
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Many of the girls desired to operate a machine 
(rather automatically) taking the boss's ideas without 
for a moment considering that as a secretary she might 
well be expected to have greater ability than her boss 
at phrasing, spelling, and sentence structure. She be- 
came satisfied to parade his errors as she blindly put 
them in type—verbatim, of course. 

Surprisingly enough, the campus bosses did not rate 
the ability to type and take shorthand as the prime 
criterion of efficiency. Instead, they put in an impor- 
tant place the traits of dependability, the ability to 
work with others, a positive attitude toward the job, 
proper personal hygiene and grooming, and an ability 
to use the telephone properly. 

There were a few pained looks when Prof. Buboltz 
pointed out that being a good secretary involved a bit 
more than just “taking a letter and typing it.” His 
four-week course covered such elementals as how to 
erase (including erasing of regular and duplicator 
carbon) , letter placement, and envelope addressing. 

Although certain typing and shorthand techniques 
were reviewed, the sessions touched on many things 


not usually taught in business courses. For here there 
had been a demand for instilling a bit of business 
philosophy in the secretary. She was taught to do some 
independent thinking (answering simple letters her- 
self) and she was exposed to a bit of perfectionism on 
her own hook. 

Professor Buboltz believes that the employer can 
take positive steps to improve office relationships if 
right at the time of employment he does the following 
things: 

Dispels the silly notion that the job consists of just 
pounding a typewriter. 

Emphasize the need for proofreading of all finished 
work before it is sent in for signature. 

If your stenographer is the type who thinks she is 
impressing you, the customers, and her fellow workers 
with her speedy typing—without accuracy—get that 
little matter straightened out as tactfully, but as early, 
as possible. . 

Give good secretaries the responsibility of answering 
routine letters, frequently examining them to make 

(To page 72) 


can be taught, university finds 


The gentleman here is Prof. Van A. Buboltz, of Southern Illinois University, who 
recently taught a no-credit course for campus office workers. He discovered there had 
been many a slip between the classroom and the office in the matter of office practice. 
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Photostatic reproduction brought Federal and State notices into 
compact 27 by 26-inch area 


BOTHERED BY NOTICES? 


Notices used to require 36 by 47 inches ARE YOU PLAGUED with multitudinous require- 
ments for posting notices to employees based on Fed- 
eral, State or local laws? 

If your hallway or exit looks like a free lance artists’ 
sidewalk show in Greenwich Village, perhaps you can 
solve the problem by a system similar to that worked 
out by the personnel department of the East River 
Savings Bank, in New York. 

Present regulations require posting of the following 
on all bank premises and close to entrances used by 
employees: 

_ (1) Federal Minimum Wage Notice, size 12x18 
inches. 

(2) New York State Anti-Discrimination Poster, 

size 10x12 inches. 

(3) New York State Workmen’s Compensation, 

size 9x13 inches. 

(4) New York State Unemployment Insurance, 

size 6xg inches. 

Lately, with the introduction of the New York State 
Disability (sickness) Benefits Law, the following ad- 
ditional items are required: 

(5) Temporary Benefits Payroll Deduction Notice, 

size 814x11 inches. 

(6) Permanent Benefits Payroll Deduction Notice, 

size 814x11 inches. 

When the Federal Minimum Wage was recently in- 
creased from 40 to 75 cents per hour, the U. S. Depart- 


(To page 72) 
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new things 


STITCHLESS QUILTED PLASTIC 

called Sealtuft, is a new material that can be put to 
practical use on walls, as well as furniture in executive 
offices, entrance lobbies, and others. The unusual 
material is strong, not affected by liquids, oils, or by 
grease. It can be cut, sewed, tacked, decorated, and 
glued. Available in five patterns and in a wide choice 
of colors and finishes, the material is produced by 
the Jason Corp., Hoboken, N. J. 


RANDOM CLEAR GLASS BLOCK 


for large decorative panels is now being made in a 
12-inch size by American Structural Products Co., 
subsidiary of Owens-Illinois Glass Co.. Toledo, Ohio. 
The design, which has the appearance of melting ice, 
is formed by the pressed glass operation used to 
manufacture other glass block designs. Also made in 
an 8-inch size. 


ORGANIZATION CHARTS 


can easily be made with a few minutes of instruction 
by anyone using the pre-fabricated kit called Chart- 
Pak, produced by Chart-Pak, Inc., 104 Lincoln Ave., 
Stamford. Conn. In addition to regular organization 
charts, any pictorial presentation can be made. There 
are three basic parts: the board, with optically visible, 
but photographically invisible, numbered guide lines; 
an attractive desk-blotter holder; and the supply kit 
which contains a wide assortment of “boxes'’ for the 
chart make-up. These are printed on an adhesive- 
backed material so that should the chart need revi- 
sion, a new box is made out, and the old one simply 
peeled off. A variety of kits is available; and full 
information on the ingenious Chart-Pak can be had 
by writing the company. 
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WINDOW FAN 


produced by the Signal Electric Co., Menominee, 
ich., is an electrically reversable one, designated 

model WR-162. It operates on 50-60 cycle alternat- 

ing current, delivers 1500 cubic feet per minute in 

both directions. Features a 16-inch blade which has 

on speeds each way. This model is list priced at 
1.67. 


RADIANT HEAT PANEL 

a portable electric heater called Sun-Panel, provides 
individual heat control. Only 3% of an inch thick, it 
is designed to lie on the floor or pavement and 
warm any object on or above it. Can be used on 
top or underneath rug or carpet, indoors or out, 
using any 110 volt outlet. Temperature is controlled 
by a three-way switch, the only moving part in the 
entire unit. Sun-Panel has a flint hard surface which 
resists abuse of chair legs and walking. Available in 
two models: the Utility, 3 x 4 feet, and the Office 
model, 4 x 4!/2 feet, shaped to fit under desk, as 
illustrated. Choice of four colors, black, green, red, 
and tan. Utility model is priced at $29.95 and the 
other at $34.95. From Manufacturers-Engineers Co., 
Portland, Ore. 


DRAMATIC DEVELOPMENT 


of the “electronic brain," mathematical miracle- 
worker that can do the most complicated problems in 
computation and recording in a split second, has 
taken a long step toward commercial use with the ac- 
quisition of the Eckert-Mauchly Computer Co., Phila- 
delphia, by Remington Rand, Inc., New York, which 
recently purchased 95 per cent of the Philadelphia 
company's stock. Most important of the “brains” is 
the Univac, a compact unit, which, in addition to per- 
forming amazing mathematical feats, also has a ‘“mem- 
ory" and sorts and records this information. Eckert- 
Mauchly will operate as a Rem-Rand subsidiary, it was 
stated. Shown viewing the Univac are Dr. John 
Mauchly, left, and Professor J. Presper Eckert, right, 
inventors of the computer. At center is Lt. Gen. Leslie 
B. Groves U.S.A. (Ret.), Rem-Rand's vice-president 
and director of the company's Laboratory for Ad- 
vanced Research, in Connecticut. 
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PORTABLE FILE 


for quick reference is this model 5426 from Cole 
Steel Equipment Co., Inc., 285 Madison Ave., New 
York. Top of cabinet has lock and key for confiden- 
tial records and a spring compressor for protection 
of papers. Lower compartment for books or sup- 
plies. Overall height of file is 30'/2 inches. Available 
in olive green or Cole grey. 


INSTANT CHECKWRITER 


now in a new model produced by the Safeguard 
Corp., Lansdale, Pa., features a special security lock 
to prevent misuse by unauthorized persons. The lock 
reinforces a weak spot which exists in the protective 
wall of check protection systems, says the company. 
The locks are also available on the company's lower 
priced equipment. 


ROYAL ELECTRIC TYPEWRITER 
designed to allow the secretary to switch from a 
manually operated typewriter without a transition 
period, has been introduced by the Royal Type- 
writer Co., 2 Park Ave., New York. The grey-colored 
machine claims four new features: keyboard posi- 
tions are identical with those of Royal's standard and 
portable typewriters; an electrically-controlled touch 
is adjustable to the individual's typing touch; maxi- 
mum typing rhythm is assured by a uniform key lever 
dip; and margins are set automatically by Magic 
Margin. Also has all controls in same place as on 
manual machines; automatic paper lock which per- 
mits secretary to see and write to the left, right, 
and bottom edge of any size sheet within the car- 
riage range. 


ELECTRIC ERASER 
into which is also incorporated a burnisher and a 
rotating abrasive disc. is available from the Dremel 
Mfg. Co., Racine, Wis. An all-purpose tool for 
architects, artists, and designers, it has an erasing 
speed of 3,000 rpm. Other features are a vibra- 
tionless motor: light weight of only 12 ounces; a 
sliding, snap-type switch for intermittent or con- 
tinuous operation, and a handy hanger hook. Comes 
with six foot rubber cord and plug, three grades of 
V4 x Y4-inch eraser tips, and six extra abrasive discs. 
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ART-O-GRAPH IMAGE PROJECTOR 

for artists, designers, and draftsmen, is manufactured 
by J. A. Engel, Inc., 624 Syndicate Bldg., Minneap- 
olis. With it, sharp images of objects, photos, art- 
work, patterns, plans, and color transparencies can 
be projected. Machine is designed to operate di- 
rectly over work area and takes up only 2'/2 x 16 
inches of floor space. Finished artwork can be ren- 
dered directly from the image as it appears on 
machine's working surface. It will enlarge or reduce 
any copy from postage stamp size to a double news- 
paper spread. Of all metal construction, it is shipped 
assembled. Only lights, mirror and lens remain to 
be inserted. 


FOR REPRODUCTION WORK 
Addressograph-Multigraph Corp., 1200 Babbitt Rd., 
Cleveland, has manufactured new multilith sensitized 
duplicating masters and multigraph exposure frame. 
With them, it is possible to transfer photographic sub- 
jects to a pre-sensitized duplicating master under or- 
dinary office lighting conditions, and as a part of 
regular duplicating routine. A simple exposure of the 
multilith master to a photographic negative in the 
exposure frame forms an image that will produce 
thousands of copies, every one an exact reproduction 
of the original. 


FLOOR MAINTENANCE MACHINE 

the "Super 12" is an all-purpose type being introduced 
by S. C. Johnson & Son, Inc., Racine, Wis. It is de- 
signed for work on moderate-sized floors that require 
more attention than is possible with a small polisher. 
This machine will polish. scrub. sand, steel wool, and 
wax floors, and can also be used to shampoo rugs and 
carpets. Motor and brush housing is a single, all- 
aluminum casting. 


ROOM AIR CONDITIONER 

which is said to provide full cooling capacity at re- 
duced operating costs. is new from the Fedders- 
Quigan Corp., Buffalo, N. Y. Model WH6B2, shown, 
is smart in appearance and completely self-contained. 
It produces a half-ton cooling capacity and fits al- 
most any window. Another model, also introduced 
recently, has a three-quarter-ton capacity, according 
to the company. 
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NEW TURBINE PLANT 

said to be the largest in the world, is the one re- 
cently completed by the General Electric Co. at 
Schenectady, N. Y. Built on an immense scale to meet 
manufacturing requirements for turbine generators, 
the cost of the installation is approximately $30,000,- 
000. Plant covers 20 acres of land, has a 4-story air 
conditioned office building having 71,000 square feet 
of space. The business furniture was manufactured by 
the General Fireproofing Co., Youngstown, Ohio. 
Shown from top down are three views of the new 
office building. They are an executive office, the gen- 
eral manager's office, and a conference room which 
looks out on the main assembly area of the plant. 


GATHERING MACHINE 


manufactured by the Evans Specialty Co., Inc., 407 
North Munford St., Richmond, Va., is constructed of 
steel and aluminum, finished in durable office grey 
crinkle. With it, sheets can be fed fast enough to 
keep two operators busy gathering 18,000 an hour. 
Any size sheets from 3 x 5 to 12 x 15 inches can 
be assembled in sets, and papers of different weights 
can be handled simultaneously. A touch of the 
foot pedal sends papers down the chute. Overall 
dimensions: 6934 inches high; base is 24 x 28 inches. 
Chute extends out 18 inches; base of cabinet has 
shelves for storage. Priced at $650 f.0.b. St. Louis, Mo. 


ELECTRIC TYPEWRITER 


April, 1950 


featuring keyboard controlled electric margins and 
adjustable internal cushioning for quieter operation, 
has been announced by the Underwood Corp., | 
Park Ave., New York. Electric margins enable opera- 
tor to set left and right margins without taising the 
hands from keyboard. Internal cushioning «consists 
of rubber insulation placed between machine's operat- 
ing mechanism and base. Cushioning is adjustable 
to operator's desires. The company has also an- 
nounced a new standard machine equipped with a 
Hebrew keyboard and reverse carriage, available 
on model || and 14 machines. Particulars available 
from company. 
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SOLID WALNUT CHAIR 


model 1738, has a special arm design said to pro- 
vide an extra measure of comfort. The arms follow 
the movement of the back. When person reclines 
the back of the seat lowers and the arms travel 
backwards. The chair is also equipped with a special 
tilting iron. Upholstered in top grain leather, chair 
has a spring filled seat. Dimensions: width between 
arms 1934 inches; sitting depth 18 inches adjustable; 
height of back above seat 1834 inches, also adjust- 
able. A product of the Johnson Chair Co., 4401 
West North St., Chicago. 


AUTOMATIC CREDIT BALANCE 


is now being featured on all 8-column executive 
models manufactured by the Victor Adding Machine 
Co., Chicago. The addition makes the units somplete 
electric adding machines; adding, subtracting, multi- 
plying, dividing, and the credit balance. This bal- 
ance is considered to be invaluable in situations 
where larger numbers must be subtracted from smaller 
ones with a recorded difference. By simply flicking 
the total key, the credit balance is printed on the 
tape automatically. 


CANTILEVER CASH BOX 

model C-30, is the latest from the Mayfair Co., 315 
North Desplaines St., Chicago. Of heavy steel, the 
box features seamless construction. Lid has carrying 
handle, and box comes with lock and two keys. 
Sectional tray is removable. Measures 1034 inches 
long, 7'/2 inches wide, and 4!/, inches deep. Has 
a lustrous metallic finish. List priced at $3.50, mini- 
mum shipping order of six. 


PHONE INDEX 


that allows freedom of both hands while dialing, 
is from the Phone-Dex Corp., 53 East 10th St., New 
York. In addition, it has space for writing down 
134 teleph bers. To operate, simply twirl knob 
and desired number appears. Of all metal con- 
struction, it has a baked enamel finish, comes in 
choice of black, grey, ivory, gold, and red. Fits 
all telephones as it just snaps on base. Priced at $2, 
refills are available at 50 cents. 
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Caring for 


THE OFFICE 
FLOOR 


By KIMBALL DARBY 


OFFICE PEOPLE with responsibilities for the care 
and maintenance of a variety of floor coverings such 
as linoleum, asphalt tile, rubber tile, cork tile, and 
carpeting will do well to heed the advice of the vari- 
ous manufacturers and manufacturers’ associations re- 
garding such upkeep. 

Careful observance of the rules set down for the 
cleaning of these lengthen the life of the floor cover- 
ing and enable it to give the maximum of satisfactory 
service. 

The resilient flooring materials found in most of- 
fice buildings are among the hardest used surfaces in 
all of those buildings. Nevertheless, most janitors and 
other maintenance employees work far too hard in 
taking care of their floors. They wash them too fre- 
quently and wax them too heavily. Actually, the 
proper care of resilient flooring, such as linoleum, 
takes less effort than improper methods of cleaning 
this type of flooring. 

A good rule to follow with linoleum is “the less 
washing, the better” and “the thinner the coat of wax, 
the better.” Many maintenance men find it hard to 
believe that frequent scrubbings are not necessary for 
linoleum, and as a result, they wash it too frequently. 
To help curb this tendency and to minimize the need 
for general washing, maintenance men should be _noti- 
fied as soon as anything is spilled on the floor so that 
they may wipe is up before it becomes sticky or is 
spread over a wide area by traffic. Linoleum floors 
should be swept or dry-mopped daily. If this fails 
to remove all dirt, the floor should be wiped with 
a well-wrung mop and then a thin coat of wax should 
be applied. When exceptional soiling occurs as on 
rainy or slushy days, a thorough washing is necessary. 

Strong soaps should never be used to clean linoleum. 
They are the most frequent cause of floor trouble and 
do more harm than constant wear. Many strong 
soaps contain alkalis which attack and dissolve the 
oils in the linoleum, making it porous so that it 
catches dirt, and eventually making it brittle. Alkali 
also causes a chemical change in color pigments which 
may give the linoleum a faded look. Mild soaps are 
enough to do a good job. 
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~ F : ed 
Photograph by the makers of Armstrong’s rubber tile. 


Buffing rubber tile floor with polishing machine, 
after waxing 


Gritty cleaning compounds should never be used 
on linoleum. These cover the surface with a network 
of fine scratches that hold dirt and moisture. This 
causes discoloration and shortens the life of the 
flooring. 

Whether mild soap or one of the special compounds 
for cleaning linoleum is used, luke warm (not scald- 
ing) water should be used and the solution applied 
with a mop or an electric scrubbing machine; then 
the floor should be rinsed with clear cold water to 
remove all traces of the soap. When the floor has 
dried thoroughly, it is ready to be waxed. 

As little wax as possible should be used. Maintenance 
men should spread it so thin that they wonder how 
it can protect the surface at all. When a thin coat is 
used the entire layer of wax quickly loses its moisture 
through evaporation. This forms a thin, hard coating 
which helps resist wear and dirt penetration. How- 
ever, when a thick coat is applied—and this is where 
many maintenance employees make their mistake— 
the top of the film hardens but the wax under the 
surface stays soft and will catch and hold dirt. 

Here is the recommended way to apply wax. Pour 
enough wax on the linoleum to cover several square 
feet. Then spread it with a soft cloth or lamb’s-wool 
applicator, using straight back-and-forth strokes, not 
a circular motion. Where foot traffic is excessively 
heavy, two or three thin coats sould be applied with 
enough time allowed between coats for each to dry 
thoroughly. (To next page) 
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Once a linoleum floor has been waxed in this way, 
all the care that is necessary is rewaxing at reasonable 
intervals. Before rewaxing the floors should be wiped 
lightly with a wrung-out mop to remove any dirt or 
soilage. 

A high gloss can be produced by buffing the wax 
coating with an electric polishing machine. When 
more than one coat of wax is applied, each coat should 
be buffed. 

Heavy furniture, such as desks or tables which have 
casters or small feet, can dent linoleum. Furniture 
rests with wide, perfectly flat bottoms, which spread 
the weight of the furniture evenly over a larger area, 
are available. Some furniture rests have a swivel ac- 
tion which keps the large surface flat even when the 
furniture is tilted. Round or square cups are also 
available for larger furniture. 


CORK TILE is normally maintained with the same 
water emulsion waxes used on linoleum. After each 
coat of wax is dry, the floor may be buffed with an 
electric polishing machine. 


& RUBBER TILE FLOORS 


UNDER CONDITIONS of normal office wear, rubber 
tile floors require only regular sweeping and occa- 
sional washing and waxing. It is not necessary to 
wash rubber tile frequently and, when it is required, 
only a mild cleaning solution should be used. After 
washing, the floor should be rinsed thoroughly and 
all excess water mopped up. 


Sweeping with a soft hair broom is all that is usu- 
ally required for daily maintenance. A wax-treated 
sweeping compound may be used to further simplify 
this daily care and to lengthen the periods between 
washings. 

After each washing, the floor should be waxed with 
a water emulsion wax. Wax may be applied with a 
cotton cloth, string mop, or wax applicator, and long 
straight strokes in one direction will give the best 
results. Two thin coats of wax are better than one 
thick coat because they will dry more thoroughly 
and make a harder surface. Polishing the floor with 
a polishing machine, after the wax is dry, will make 
the surface gleam like new. 

The floor should be buffed periodically by placing 
pads of No. 1 steel wool under a heavy brush. This 
treatment removes dirt and stains which may not be 
affected by ordinary scrubbing. It also prolongs the 
life and resilience of rubber tile. 

Rubber tile floors should be protected from indenta- 
tion by equipping furniture legs with furniture rests 
or cups of the proper size. If furniture is equipped 
with casters, cups should be placed underneath them. 

Here are some important “don'ts” in the care of 
rubber tile: 

Don’t use excessive amounts of water or wax until 
four or five days after the floor has been installed. 

Don't clean rubber tile with gasoline, benzine, 
naphtha, turpentine, or organic solvents. 

Don’t expose rubber tile to oils, greases, and solvent 
waxes such as paste wax. 
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Don’t use oily soaps or cleaners. 

Don’t use waxes containing turpentine, naphtha, 
or similar solvents. 

Don’t use sweeping compounds which contain oils, 
sand, or chemicals. 

Don’t apply wax over a dirty floor. 

Don't apply varnish, lacquer, or shellac—they are 
injurious to rubber tile and eventually will cause un- 
sightly traffic lanes where wear is heaviest. 


ASPHALT TILE 


ASPHALT TILE can be damaged by preparations 
containing solvents or abrasives, and by improperly 
supporting the weight of heavy furniture and equip- 
ment. 

An asphalt tile floor can be walked on immediately 
after it is installed, although a new floor of this mate- 
rial should not be washed or waxed until all tile are 
set tightly to the sub-floor. ‘This may require several 
days. If cleaning is necessary before the floor is fully 
set, it should be wiped with a damp cloth or mop, 
using water sparingly. 

Initial cleaning must be thorough. The floor 
should be washed with neutral soap suds in warm 
water until all soil is completely loosened, then rinsed 
with clear water and dried with a clean mop after all 
traces of soap and dirt have been removed. 

Most tile is waxed at the factory, to protect it from 
dirt and scratches while being installed. Additional 
waxing is needed when the tile is installed. With the 
new floor spotlessly clean, several light coats of high- 
grade water-emulsion wax should be applied. Each 
coat should be very thin, allowed to dry completely 
and then buffed to a glossy sheen before the next one 
is applied. The wax helps to make future cleaning 
extremely easy. Heavy coats of wax tend to collect dirt 
and should be avoided. Waxes containing solvents 
like benzine or turpentine and free fat or oils should 
never be used. 

After the initial treatment, the floor is kept clean 
by daily sweeping with a soft broom. Unless sanitary 
requirements call for daily washing, only an occasional 
washing with warm neutral soap suds is needed. 
Washing should always be followed by a clear water 
rinse, and drying with a clean mop. 

Strong detergents or cleaning compounds contain- 
ing abrasives, or preparations which are not readily 
soluble in water, should be avoided, so also sweeping 
compounds containing kerosene, oils, free fat, turpen- 
tine, alkali or acids. These may soften the tile and 
cause colors to bleed. 

Grease and oils allowed to remain in contact with 
ordinary asphalt tile will stain and soften the floor. 
When grease is spilled it should be wiped up imme- 
diately. Greaseproof asphalt tile should be installed 
in areas where grease and oil are present. 

Common stains, such as ink and those caused by 
non-oily substances, as well as cigarette burns, are 
easily removed. If ordinary washing with mild soap 
is ineffective, the surface of the stained tile should be 
buffed lightly with No. 00 steel wool dipped in a con- 


(To page 74) 
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37%" high, 34%” wide, 17%” deep 


tips. 
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COLE’S 


Complete filing 
AND 


storage systems 


The “PROFESSIONAL” File No. 870 


Ideal for lawyers, accountants, doctors, and 

business offices. Everything at your finger 

Constructed of heavy gauge steel 

Green or gray. Unit contains: 

® Two legal size, ball-bearing files. 

® Two 5”x8” drawers (3200 card capacity). 

® Two drawers, 16"x17%2"x1%” 

® Three adjustable storage compartments 
with lock. 


$4995 


With locks on both legal size drawers... $53.95 


The “SECRETARY” File No. 470 


Contains: Two ball-bearing letter files; four 
4” x 6” card drawers (6400 capacity); three 
adjustable storage compartments with safety 
lock. Size, 3742” high, 30%” wide, 174%” 


: deep. Olive green or Cole gray. 


$3995 


With locks on both letter size drawers $43.95 


FREE CUTS OR 
1121 


— M 


The “TREASURER’S” File No. 472 


Contains: Two ball-bearing letter files; two 
4” x 6” card drawers (3200 capacity); 
drawer for cancelled checks; three adjust- 
able storage compartments with safety lock. 
Size, 37Y_” high, 30%” wide, 172” deep. 
Olive green or Cole gray. 


$3995 


With locks on both letter size drawers $43.95 


The “BANKER’S” File No. 473 


Contains: Three letter files on ball-bearing 
rollers, plus three adjustable storage com- 
partments under lock and key. Size, 37/2” 
high, 30%” wide, 17%” deep. Olive green 
or Cole gray. 


$3995 


With 3-drawer plunger-type lock........... $46.75 
Also available with legal size drawers 
pu hk PERT ee $42.50 


With plunger-type lock which automatically 
locks all 3 drawers $49.30 


Prices 20% higher in Denver and West of Rockies 
PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


STG ee 


Ri ES ae ee a ae OS - = a 
ha, ‘Ske ‘. 4 i oo a a ae oe a Z ae ; a ; 
ils, o. i SS ee ol a . ae d as “e Be sy 
5 7 Le is. |) oS - P 
oo  _—_——_ Pe Bie Se . 
> ee % F os oi | | ae ‘a . 
9 —— ee tt 
ae a sy ae ; 
‘ e ’ . J : | F 4 | 2 ; - . ' : : 7 Pe 
> te i “ —— pe Ps. 
ns e . - oan ij a * ; 
rly i - ae 
ip- ra i ee Ab 
i i Canes Fe: b tae hee £ 9 es a | ai q "7 
ely Bs — 1 3a 
se a ss a zy , puts 
ral ‘ F f orn. fae hia: a 
Pp, ; j 3 , oe tee : a = mae , 
P z a ai : : a ee 
Or = aa “2 - t > = 
ed — fe 
— 
: | L « r 7 pe 7 
ym q , a : | 
om SS 
he 
sh- 
ch 
sly 
a - ey ‘es ae cers - ae oe ——— 
ng % iz | x 5 =! al wi I ; a < RY - : = : 
ats - ; - Be? ii : a me 4 ar. 7 i “Sys ~ 
= he 4 aes pec | “a & * My Yee < iS " ‘as 
ry Fag _ a . en Bae - ena ‘ . a 
—_. aa Te 1k a SS + 
vune : Bsa ol i 7 j  . es ‘ gS "4 
er ail 5 a 7 oe Si : ae. ¥ 
a a " = ¥ p i a” a : Bi a ona. t 
in- ‘ 
ily 
ng ee ee ee | 
‘n- 
nd 
th 
or. as 
4) po 
. pe pe ee 
by ee ee ee 
ire , 
4 
ap 
be erg 
i Pe 
50 - = a ms ne du =e aS a ae .y' be 
E 
. — =. : a ioe a Saree ae oa , ais... hare ul : ’ rae cs il i § 
ia : =. | ee Si ee o eo (a wee — i Pied - F 
Be ice a 4 iz A ee ae y pss a , ie a ; r + i Se a8 J NY wee <9 
vi" ; = 3 Age al i} i 7“ wo e i biel ; if oy rt : i Ei ‘ ae 


STORAGE AND WARDROBE CABINETS — Solidly built of heavy gauge furniture steel. 
Reinforced doors have 2-way locking device, controlled by parancentric lock. Olive green 
or Cole gray enamel finish. 


No. 7600 Storage Cabinet, 4 adjustable shelves 76” high, 36” wide, 18%)" deep $45.85 
No. 7600R Wardrobe Cabinet, chrome coat rod 76” high, 36” wide, 182." deep 44.15 
No. 7600C Combination wardrobe & storage cabinet 76” high, 36” wide, 182" deep 49.15 


| remem enen a 


BLUEPRINT CABINET—Droawers on ball- 
bearing rollers. Green or Gray. 

No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2%,” h 
Cabinet size: 40” w, 28” d, 15%,” h 
No. 4332: 5 drawers... $124.95 
Inside drawers: 43” w, 32” d, 2%” h 
Cabinet size: 46%” w, 35%" d, 15%," h 

LARGER SIZE AVAILABLE. 


PORTABLE “‘JUNIOR” FILE — Desk 
height for both hanging or regular fold- 


ers. Lock and 


2 keys. 30%,” high, 24” 


deep. Olive green or Cole gray finish. 
No. 2654—Letter Size $20.00 


STEEL CARD CABINET (1500 Capacity) 


Green or 
STEEL CARD BOX—A beautifully No. Card Height Width Gray 
streamlined steel tickler box for 3x5 C335 3x5 5%” 6%” $2.90 
Index Cards. 300 card capacity. Olive C346 «4x6 6%” 7” 3.90 
green or Cole gray finish. C358 «5x8 =7%"” 9,” 4.90 
SS eee C369 6x9 B%_” 10%” 6.90 


PRICES SLIGHTLY 


HIGHER IN ZONES 2 AND 3 


STEEL CARD 


No. Card 
C3352 3x5 
C3462 4x6 
C3582 5x8 
C3692 6x9 


CABINET (3000 Capacity) 

Green or 
Height Width Gray 
5%” 12-5/16” $5.15 
14-7/16" 5.90 
7Y,” 18%” 8.15 
8%” 20Y,” 10.15 
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STEEL SAFE—With a Yale 3-wheel screw 
wedge combination lock and locking 
bolts. 30%)” high, 14%” wide, 285%” 
deep. Olive green or Cole gray. 

No. 2906 ——— 
Same as above with adjustable shelf 
instead of 2 Vault Boxes. No. 2900 $49.50 
Walnut or Mahogany $9.00 additional. 


PORTABLE DESK FILE — Desk height; 
top slides closed; has lock and key; 
rolls on castors. Green or gray finish. 


COMBINATION CABINET — Top is a 
safety, lock compartment. Bottom is a 
letter size ‘‘Air-Flo’’ suspension file. 
Size 30,” high, 143%," wide, 28 5%” 
deep. Olive green or Cole gray. 

No. 5002 LasisiohieesAitick a Seip 
Walnut or Mahogany $9.00 additional. 


CHROME ARMCHAIR—Upholstered in 
vinyl-coated simulated leather. Triple- 
plated chrome finish. 31” high, 21” 


4-DRAWER “AIR-FLO” FILE—With 
ball-bearing cradle suspension for 
smooth operation. Green or gray. 

Letter Size No. 1004 _.......... $59.60 
14%," w, 514%” h, 28%" d 
Legal Size No. 8004 7... $68.40 
17%,” w, 51%” h, 28%" d 
Automatic lock ........ $11.00 additional 
Walnut or Mahogany finish-add $12.00 


TYPEWRITER TABLE — All steel table. 
Linoleum top with fine aluminum edging. 
Green or gray finish. 2534” high, 29%” 


No. 854—Letter Size a $36.95 wide, 22” deep. Choice of colors. wide, 154%” deep. 
No. 858—Legal Size $44.95 No. 4000 $39.00 No. 755 —_ $15.00 
leecieiehatiiineneie 


BANKER’S NOTE FILE—With improved 
Compressor. 53%” high, 113%” wide, 
154%,” deep. Green or gray finish. 

No. C40—with flat key lock $15.00 
No. C40Y—with Yale lock $18.50 


TEEL EQU 


STEEL SECURITY BOX — Combination 
lock. 16” x 12” x 7%”. Cole gray 
crinkle finish. No. C1505 — $13.00 
Same as above with Yale lock— 

SU UNITE acnicontinioniatanseecieanceds $14.50 


A.- 


STEEL SECURITY BOX — Sturdy lock 
with two keys. 11%," x 7%" x 4%”. 
Green crinkle finish. No. C180 $5.50 
Same as above with Yale lock— 

Re eR Ee es $8.50 


~~ i re 2 ere ese 
IN YOUR ADVERTISING! 
& nd 
~~ 
he, 4 “3 —- 
= a Sy ‘ aaa : as * a a ' 
en ae , mm 7 4. ; : a a ¥ ‘ q F 
i of ‘ = > yi _ , 3 . ; } 
“a anil vs 
—~ —_ an 
= ae " ¢ a 5 é a " | 
Mi | * 
nS : = | y 
: ie ‘ | a a %, 
> a a 2 \ | 
— x a | ee ae 
: : Be ae es 7 ai ‘¥ —_ , 
j ‘- ae » he id — d a 7 . if i 
) ; 
FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 
ae <—sc re 5 . x i. ; 
aes Te 
, id a oe ee | See vay ia i = ek > ee ts 4 - 


LEGAL SIZE 


INVOICES 


FREIGHT BILLS 


SANITARY BASES 


for all size files 


$310 


FOLLOW BLOCKS 


made for any size file 


75c 


SIZES AND PRICES STURDY CONSTRUCTION — Prontos are built of 275- 
— oa Ib. test corrugated fibre board and reinforced with 
‘ . , RE ARD STEEL 
t i th f th \o 
Inside Dimensions DRAWER FRONT DRAWER FRONT steel on the shell and the four corners o e drawers. 
Suggested Uses | = 
| " P | File PRICE File PRICE 
| Width Height Length) 1. Single Carton || No. Single Carton 
. } i\ " SAVE FLOOR SPACE — Constructed so that they inter- 
tletter Size 12% .. 10%. . 24 E210 . . $3.10 . . $3.00 | I210L . . $3.85 . . $3.75 . x i f - 
hater Size. 2 fh Ihe ~ is E210S . 3.00... 2.90 | 1210S... 3.75... 3.65 lock into solid units and stack as high as the ceiling, 
egal or Cap oe lg... o« BD 6 S10... 406 .. 47 : 
Invoices 10% |. 8%. .24 | £109. 275.. 265 || 1O9L.. 3.40. . 3.30 saving valuable floor space. 
*2 Rows 8x5 Forms 10% .. 8% .. 24 E108 .. 3.05. 2.95 108L . 3.65 . 3.55 
*Invoices or 2 Rows 8x5)| 10% .. 8%.. 18 EI08M . 3.00. 2.90 |; 108M 3.60 . 3.50 
coo Bills ov? ee hy, are = ise oe Bans 2.50 || = 3.10. 3.00 
- | ‘x ‘- | oe Babe 2.55 104L 3.40 . 3.30 
Drafts or Checks | 4% .- 24 | Esa. 20. . 2.00 | inal: 240. - 280 LOCATE YOUR RECORDS EASILY — No more need of 
rafts or ecks | i. ° E94M ... 2.05. 1.95 1941M 2.55 . 2.45 i fuming. i t 
5x8 Forms | 8 5%. . 24 * 238°: 225 | iesic.. 208.. 275 Tene 0 Sana Wee Seen Snes ae See a 
*Deposit Slips (2 Rows}| 8%, 5 . 1S | 88S .. 228.. 2.15 1851S 2.75... 2.65 all records just as easily as in your regular active files. 
Deposit Slips +4 e 44. . 24 E84 » mae. 2.00 || 184IL 2.60 . 2.50 
Tabulating Cards || 7% .. 3%..24 | E73 .. 2.10... 2.00 || 1731L 2.55... 2.45 
*3x5 Cards (3 Rows) || 16'/2 4g. . 24 E64 . Bee. 3.65 1645L 4.85 . 4.75 
*4x6 Cards (2 Rows) 12% ar: ... E24 a: 2.65 1245L 3.40 . 3.30 
#3x5 Cards (2 Rows) || 10% 3%... 24 | E103... 265... 255 | 1O3L.. 3.35... 3.25 BEAUTIFUL APPEARANCE — Pronto files are beautiful 
Vouchers (Upright) Si, . . 10%. . 24 re FF 2.80 1592L 3.65 . 3.55 . > . ‘ . 
a ; Ledger Sheets i ar . E91 — FF 3.40 912L 4.25 . 4.15 in appearance, finished in an attractive olive green. 
’ i Ledger Sheets | 12% . 212% ..18 | EI2 2. 4.45... 4.35 | 1212M . 5.80... 5.70 The steel drawer front matches your regular active 
i 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others |2 to a carton. office files. 


Prices 20% higher in Denver and west of the Rockies 


PRONTO FILE CORPORATION 
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Tools of 
the Office 


A Continuing Series 


This month: office fans, air con- 
ditioning units, and water coolers. 


OFFICE FANS 


American Machine & Metals, Inc., East Moline, Ill. 

Fan-Pac Panel Fan 

@ Fan wheel is 24” dia. Four other sizes up to 48” dia. 
Square mounting panel measures 30” overall. Depth of 
unit, including motor, from front to back is 15%”. Two- 
speed fan, direct motor driven. All welded steel construc- 


Climax Machinery Co.’s Evaporative Cooler 


ae 


The Oasis Air Drier, made by Ebco Mfg. Co. 


tion finished in baked enamel. Non-overload power charac- 
teristic prevents motor from burning out. Fan unit is com- 
plete package ready for installation. Fan installs in wall or 
window. It exhausts hot stale air and pulls in fresh cool air. 
Has a capacity of 5,090 cubic feet of air per minute at high 
speed and 3,600 cubic feet of air per minute at low speed. 
Price: $110. 
(to next page) 


TOOLS OF THE OFFICE SERIES FOR 1950 

JANUARY—Office safes, check devices, and executive 
chairs. 

FEBRUARY—Typewriters, copy holders, time recorders, 
wardrobes and lockers. 

MARCH—Purchasers’ Guide Issue —no installment. this 
month. 

APRIL—Fans, air circulators, air conditioning units, and 
water coolers. 


MAY 


Floor covering, mailroom equipment and machines, 
and shelving. 

JUNE—Duplicating machines, photocopying equipment, 
and whiteprinters. 

JULY—Bookkeeping machines, payroll machines and sys- 
tems, intercommunication equipment, and_ pencil 
sharpeners. 

AUGUST-—Staplers, numbering machines, and secretarial 

posture chairs. 

SEPTEMBER—Adding and calculating machines, micro- 
film equipment, and dictating machines. 

OCTOBER—Desk lamps, office lighting fixtures, and 
visible index units. 

NOVEMBER —File cabinets and transfer files. 

DECEMBER—Executive desks and supply closets. 
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OFFICE FANS 
Tools of the Office 


Climax Machinery Co., 301 S. LaSalle St., Indianapolis, Ind. 
Portable Evaporative Cooler 


mite @ Height 34” overall, diameter 28” overall. Made of extra 

nis) heavy steel plate. Has 1/15 HP motor, 115 Volt 60 Cycle, 
an AC 4-Pole Motor. 16” diameter 3 bladed propeller, 27 degree 
7 pitch. Unit holds 10 gallons of water. Hammered brown 
; enamel finish. Equipped with recirculating pump. Equipped 
-_ with ball-bearing casters. Cools the air in office by the evap- 


oration of water. 2000 CFM at top speed; 1500 CFM at me- 
dium speed; 1050 at low. Make other types of air-moving 
equipment. ‘ 

‘> 
Emerson Electric Mfg. Co., 8100 Florrisant Ave., 
St. Louis, Mo. 
Window Fan 


@ Size 16” dia. 2-speed, equipped with a convenient car- 
rying handle, a removable spiral safety guard for con- 
verting the fan into an air circulating fan for daytime use 
and mounting panels, adjustable 27%” to 36” in width, 
between window stops. Chain and screw accessories per- 
mit installation in windows 16 to 27 inches wide. Mechan- 
jical features include: current-saving motor, four large quiet- 
type aluminum blades, delivers 2,000 cubic feet of air per 
minute on high speed. Ivory finish to harmonize with 
office furnishings. List price is $44.50. 


G-M Laboratories, Inc., 4300 North Knox Ave., Chicago 
Surf 24" Oscillating Air Circulator 

@ High stand or low stand models. Overall dimensions of 
fan, motor, and guard—28” x 28” x 1714” deep. High stand 
has 28” diameter base and adjusts from 5 to 8 feet in height. 
Low stand has 15” diameter base—can be used for counter 
or wall mounting; 4% H.P. motor; permanent split-phase in- 
duction type, designed and manufactured by G-M Labora- 
tories. Blades are Torrington, deep pitch, “varified” im- 
pellers. Oscillating mechanism has special Safety release 
which prevents fan from tipping over if it oscillates against 
an obstruction. Safety release prevents motor burnout as 
well. Adjustable 90 degrees above horizontal or 22%4 de- 
grees below horizontal. Oscillation can be adjusted at 
either 90 degrees, 45 degrees, or stationary. Motor speeds 
1050, 800 and 570 RPM. Air delivery is 7000, 5400 and 
3800 cubic feet per minute at the three separate speeds. 
Underwriters’ Laboratories approved. Complete price for 
the high stand model is $124; for the low stand model $107. 
Both prices include federal excise tax. Other models. 


From the left: G-M Laboratories’ No. 24-L; Lejohn Mfg. Co.’s HF 12-1; 
Kisco Co.’s Regal-Aire; and the Safe-Flex, 1046-N of Samson United Co. 


Emerson Electric Corp. window fan 


Edwin F. Guth Co., 2615 Washington Bivd., St. Louis, Mo. 
The New Guthfan 

@ Operates on new principle of air circulation; draws the 
lower, cooler air from floor and circulates it in all directions. 
“Actual tests show that Guthfans circulate 7 to 10 degrees 
cooler air through the room. Provides three times more 
circulation than a conventional 16” oscillating fan,” Guth 
claims. Guthfans are made with a patented blade, 12”, sin- 
gle-speed motor for operation on 120V, 60 Cycle, A.C. Mo- 
tor is covered with a spun aluminum motor housing and 
the balance of the fan is finished 300 degree white Permalux. 


llg Electric Ventilating Co., 2850 N. Crawford Ave., Chicago 
Model DA203 ligdualaire 


@ Size 20” guard dia. Double service—can be placed on 
window sill to exhaust warm, stale air and draw in cooler, 
fresh air from outdoors. Can also be placed on floor and 
turned on its friction base for operation from any angle 
from horizontal to vertical for air circulation. Has two 
speed motor with sealed lubricated-for-life ball bearings. 
Fan furnished complete with extension cord, plug and safe- 
ty chain for securing fan to window. Capacity, 3600 CFM 
at 1140 RPM; 2500 CFM at 700 RPM. Net weght, 30 Ibs. 
Retail price, $72, f.o.b. Chicago, plus Federal excise tax 
of 10 per cent. 


International Oil Burner Co., Fan Div., St. Louis, Mo. 
Home Breeze Conditioner 

@ Newly-designed 20” cabinet model window ventilating 
fan. One of a line of window fans, pedestal fans and table 
air circulators. Expansible side wings of sheet-metal are 
easily adjusted to enable the new International window 
fan to fit any window width from 25” to 37” and no alter- 


(To page 60) 


s 


April, 1950 


«- 7 / ia A ect few. fa 
as ie : 
“a aerieeneereeeneeeeeeerereeeeememeemnetitatteneneenetemeencmemeneretienn eeeeenenrmeenrnereeeeeeeeeeeeeeeeeeeeetiemeneee 
ee Ba OOM | 
wewhad Os 
LX) Y Pi} 
Pere | yr ' ht Yi ne & 
: Pe) a) NS NSLS = utara im ne yy AXE $* —s *bs ANA } 
ee | ys ' \ we \ 
—ill 4 eg : "| 
a: nC ell 
ee 
i a 
a “Le 
| - 
a 7 
fy #* LV vs | _ —_ | 
a — a ‘ \\ vy ' . : a a & “ 4 ie . \ 
q fy y \ (yaar | - fe >  —_ 
Ae eases) ee se, se 
vi ly f 4 rh Le} gs —_ — 2 2S oe 4 : i 
Ow fae) SS N 
a. ‘a ne | S Be ——— | — a i *Y | 
re \ieae a.) Se —— : | 
F N Fr S 4 Y ‘ Ras eae bs eee 
; . | _ a a f ™ | 
e : 4 58 ry OFFICE MANAGEMENT AND EQUIPMENT FS 


isa ati 11th) naa eLLLRAA AD AAA LL ESE RAMART EDAD 


A GREAT NAME SINCE 1896 


Air condition your offices: 


OW EIR IW UG ELH 


with amazing new Fedders Unit that fits into the window 


..- plugs in like a radio! 


OW you can put genuine air conditioning 

in your offices in a matter of hours .. . with 
Fedders Room Air Conditioners! Each unit is a 
complete, compact system of electrically refrig- 
erated air conditioning. Works the same way and 
gives the same results as the large systems used 
in theaters and restaurants, yet costs only a frac- 
tion as much. 


Experience shows that with a central air con- 
ditioning system, one floor in every six must be 
given over to motors, compressors and other 
equipment. Thus Fedders automatically gives you 
20% more rentable space. And there’s no muss 
or bother . . . no time-consuming, money-wast- 
ing delay. 


Your Fedders units will cool and dehumidify 
hot, muggy air . . . also filter out dust, dirt and 
soot... cutting down housekeeping costs. With 
Fedders Room Air Conditioners, you can com- 
pete on an equal basis with any office building in 
town—give every tenant the 
refreshing, comfortable 
working conditions he is 
willing to pay extra rent for! 
So don’t delay. Mail cou- 
pon for full details now! 


Fedders-Quigan Corp., Dept. 0-2, Buffalo 7, N. Y. 


| 

| 

Please send me your interesting 16-page illustrated 
| booklet on Fedders Room Air Conditioners plus 
| 
| 
| 


-_——_—— —! 


full specifications and installation data. 
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OFFICE FANS 
Tools of the Olfice 


(from page 58) 


ations or adjustments are needed. Enclosed in a baked 
enamel cabinet, fan will have the company’s exclusive 
patented spring-suspended motor that assures silent, no- 
vibration operation. Direct-drive, two-speed %-hp. motor 
—with 3 clover leaf blades, can deliver 2500 cfm (NEMA 
ratings) on low and 3500 cfm on high. 


Kisco Co., Inc., 2400 DeKalb St., St. Louis, Mo. 

New Regal-Aire Circulair 

@ Offered in a choice of fawn-gray or Tyrolian green. 
Makes use of an oversize 1/20 H.P. motor. Has 4-blade 12” 
varified impeller; stands 15%” high and is 15%” dia. All 
steel streamlined air circulator. Aerodynamically designed 
grill, on which patents are pending, facilitates silent flow of 


Right: 

Window model room conditioner by 
Fedders-Quigan (left), and a _ ceil- 
ing fan, No. 110 by Wilster, Ine. 


Below: 

W. W. Welch Co.’s Twin Window 
model; window type room conditioner 
by Frigidaire; and a ventilator fan 
by the International Oil Burner Co. 


The Filter Breeze of Lau Blower Co. 


maximum volume of cool “low zone” air and provides safety 
guard by completely enclosing and concealing the mech- 
anism. Regal-Aire also features a variable 3-speed con- 
trol. Listed by Underwriters’ Laboratories, Inc. Price 
$44.95, including tax. 


Below, from the left: Westinghouse Debonaire; Model DA-203 of Ilg Electric Ventilating Co.; 
exhaust fan made by American Machine & Metals Co.; exhaust fan by Robins & Myers, Inc. 
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Portable Window Fans 

@ A 12”, 16” and 20” model to fit standard window open- 
ings is now available. All three models feature adjustable 
panels for quick, simple installation and are adaptable for 
use as floor fans by attaching a front guard, which is avail- 
able. Motor is mounted in resilient rubber and steel panels 
are insulated for silent, vibrationless operation. 


Lau Blower Co., Dayton, Ohio 

Filter Breeze Fan 

@ Size: 11” x 11” x 22”; weighs 29% lbs. Filters dust, dirt 
and pollen, and brings cool comfort to any room; uses 
standard replaceable filters. By using twin blowers, any 
amount of air flow desired may be obtained at the turn of 
the variable speed switch. Can be used in any window by 
lowering the sash and blocking off the open area. As a 
circulator, it can be used anywhere, the air directed where 
wanted. Flow of air may be directed up, down or to either 
side. Louvers may be adjusted easily for air flow in sev- 
eral directions. May be placed on either end for use in 
casement windows. 


Le John Mfg. Co., Huntington, W. Va. 

Models No. HF12-1 and No. C12-1 Circulators 

@ Dimensions: 14” overall, diameter 16”, 12” 27 degree 
pitch blades. Units made of steel with baked infra-red 
enamel finish. No. HF12-1, 3 speeds with one additional 
speed for heating. No. C12-1, 3-speed. These units operate 
on the circulating principle, causing no draft and moving 
all the air all the time. “Laboratory tests show these cir- 
culating units deliver three or four times as much c.f.m. as 
a conventional type fan,” LeJohn claims. Price on the No. 
C12-1 is $36.95; price on the HF12-1 is $39.95. 


Robins & Myers, Inc., Springfield, Ohio 

Window Fan 

@ Adjustable to fit any window up to 35” wide. Two-speed, 

reversible operation. (Fan 18”) is powered by direct-con- 
(to next page) 


Left: Vornado, No. 38 C-1, 
of O. A. Sutton Co. Below, 
left: Ward Industries’ 
Twin Breeze window fan, 
and the Guthfan, ceiling 
model of Edwin F. Guth 
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There's simply no comparison . . . KISCO 
CIRCULAIR Air Circulators are far and 
away out in front with smart styling, 
superior metal construction, dependable 
performance .. . and val- 
ues which lead the field. 
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nected rubber mounted motor. Finished in ivory enamel, it 
is equipped with a chrome-plated, ribbon-type, spiral steel 
grille for protection against injury. Price $54.95. 


Rockwell-Barnes Co., 35 E. Wacker Dr., Chicago 
Fresh'nd-Aire Air Circulators 

@ This line is composed of Model F-12 floor circulator, a 
3-speed, streamlined, hassock-type fan for private offices; 
Models 90 and 120, all-location models that can be operated 
from desk or table top, or from the floor; Model 1320 
Heaterette, a combination heater-fan for chilly weather; 
and a new Fresh’nd Aire humidifier with a _ reservoir 
capacity of three gallons of water. 


Samson United Corp., Rochester, N. Y. 

Models 1046N and 1244N Safe-Flex Fans 

@ Model 1046N is 10” diameter; model 1244N is 12” diame- 
ter. Bases and motor housing die-cast finished in deep lustre 
brown baked enamel. Both models are oscillating type full 
90 degree oscillation by finger tip control. Easily converted 
to wall mounting. Both models have rubber blades for safe- 
ty, silence, and greater air delivery. List price $21.95 on 10” 
size and $29.95 on 12” size. 


Signal Electric Co., Inc., Menominee, Mich. 
Window Fan, W. R. 162 


@ Has 16” blade, reversible fan, 2 speeds each way. 
Operates on 50-60 cycle AC, and delivers 1500 cubic feet 
of air per minute. 


©. A. Sutton Corp., 1812 W. Second St., Wichita, Kan. 

No. 38CI Vornado Air Circulator 

@ Height 20”, width 1914”, depth 12”, weight 20 Ibs. All 
steel construction, gray-green baked enamel. Vortex action. 
3800 C.F.M., three speeds. $59.95, immediate delivery. 


Ward Industries, Inc., 820 S. Pulaski Rd., Chicago 
Twin-Breeze Fan {Model WC-14) 

@ Measures 32” x 163%” x 6%”. It has three constant 
speeds . . . 4000—2500—1500 CFM. Operates on two 1/15 
HP lifetime lubricated GE motors or equal, 60 cycle, AC 
110 volt, single phase, and has two non-metallic balanced 
14” propellers. By adjustment of side extension brackets, 
Twin-Breeze may be installed in any window from 32” to 
58” wide, and fastened to either the upper or lower window 
with four screws. 


W. W. Welch Co., Glenn Bidg., Cincinnati, Ohio 
Model 24, Twin Window Fan 


* Height 153g”, width 27”, depth over grill 10%”. Can 
be installed quickly without use of tools. Individually con- 


trolled motors permitting two-way movement of air, inside 
and out, simultaneously. Six-speed combination control. 
Price $54.95. Also make floor models. 


Westinghouse Electric Corp., 306 4th Ave., Pittsburgh, Pa. 
Debonaire—Fioor Fan 

@ Stands 13” high and weighs 15 Ibs. This is a 10” has- 
sock-type floor fan which can circulate 1700 cubic feet 
of air a minute without creating a draft. Finished in 
maroon and chrome. Four curved rings which constitute 
the lower part of the fan help establish the unit's high air 
delivery. These rings change the direction of air entering 
the fan from the sides, so that it joins the upward flow of 
air smoothly, with the least amount of turbulence. Three 
deep-pitched Micarta plastic blades move the air up through 
the fan to a deflecting cone which sends it out through a 
3” grilled area around the top of the unit. Price $29.95. 


Wilster Inc., 5700 Detroit Ave., Cleveland, Ohio 
Strato-Liminator, Model 110 

@ Size: 35” over all in diameter, 20” impeller. Smaller 
unit, Model 220 T, 19” in diameter also available. Finished 
in hammered effect baked enamel. Klixon thermostat for 
automatic operation; 1/20 h.p. fully enclosed grease sealed 
ball-bearing motor, 50 or 60-cycle, AC 115-volt. Four- 
blade, 20” Aluminum Torrington varifier air impeller. 
Rheostat to control impeller speed. This is a ceiling unit. 


AIR CONDITIONERS 
Tools of the Office 


Carrier Corp., Syracuse, N. Y. 

Line of Air Conditioners 

@ Six new or completely redesigned models of room air 
conditioners, modernistically styled, and incorporating the 
latest developments in self-contained equipment, were an- 
nounced this year by Carrier Corp. Ranging from % to 1% 
horsepower, the expanded line now blankets the require- 
ments for complete air conditioning of offices from small 
to larger-than-average. There are three 51J windowsill 
models and three 51H consoles. Cooling capacities extend 
from 5,500 BTU per hour to 13,500 BTU per hour. Pur- 
chasers can now have their Carrier units finished in a 
wide variety of colors to match any type of interior dec- 


Air Conditioning units—from left: Frigidaire, Worthington Pump and Machinery, Inc.; 
Curtis Manufacturing Co., Chrysler Corp. (Airtemp Div.), and Carrier Corp. 
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AIR CONDITIONERS 
Tools of the Office 


oration. Unless otherwise specified, however, the remov- 
able steel cases are finished in mar and fade resistant two- 
tone brown, which fits into most offices. The windowsill 
models take up no floor space and the console cabinets 
are 40” high, 34” wide and 21” deep. 

Prices range from $299.50 to $799.50, F.O.B. Syracuse 
with a five-year warranty. 

For unusually large rooms or whole suites of offices, 
Carrier now offers an expanded and redesigned line of self- 
contained Weathermakers, ranging in five models from 3 
to 15 h.p. The line runs up to 75 h.p. and the corporation 
manufactures and sells other equipment for air condition- 
ing entire office buildings up to and including skyscrapers. 


Chrysler Corp., Airtemp Div., Da . 

Model M104 8-Ton jecienna Air a . 

@ Width 48%”, depth 193/16’; height without plenum 
chamber 911%”, height with plenum chamber 102%”. Note 
that 8 ton machine is identical in base size to the 5 ton unit 
Capacity over 8 tons under ASRE conditions. Air Delivery 
2800 CFM. Fan Motor % H.P. Compressor motor 7% H.P 
Refrigerant F-22; compressor motor suction gas cooled. 
Cooling coil 5.31 sq. ft. face area, 13 fins per inch, 3 rows 
deep, 18 feeds. Sound insulation: Plenum chamber and in- 
terior of cabinet insulated with fiberglass board. Automatic 
water regulating valve included as standard equipment. Re- 
turn air grille similar to that used on models 3SCD and 


Left: General  Electric’s 
FD-20D Packaged Air Con- 
ditioner; and right, York 
Corp.’s half-ton room 
conditioner, No. 12. Be- 
low, from the left, models 
by Remington Corp., and 
United States Air Condi- 
tioning Corp. 
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5SCA furnished as standard. For added beauty, Airfoil 
return air grille may be purchased as accessory equipment. 
In general, 8 ton Packaged Air Conditioner is same in ap- 
pearance as 5 H.P. unit. It employs a sealed radial com- 
pressor similar to compressor used in the 5 H.P. unit. M104 
cabinet is the same type of finished cabinet that is now used 
on 3 and 5 H.P. machines so that the unit may be installed 
in the conditioned area and blend in well with surround- 


ings. 


Curtis Refrigerating Mach. Div., Curtis Mfg. Co.. 

1905 Kienlen Ave., St. Louis, Mo. 

FWH-600-PA Packaged Air Conditioner 

@ Size 42” wide, 24” deep, 86%” high. Made of heavy 
gauge cold rolled steel, insulated for sound throughout. 
Units are attractively finished with a special high backed 
lacquer. Units cool, filter and remove humidity from the air 
in summer and can be equipped with steam or hot water 
coils to provide heating for winter operation. 

“They occupy less floor space than the ordinary heating 
radiation, provide better distribution and cleanliness, since 
air is filtered in winter as well as in summer,” Curtis reports. 

Have a complete line of packaged units (six models) 
ranging from 2 through 15 tons. Since installation and 
service are required, prices can be obtained from local dis- 


tributors. 


Ebco Mfg. Co., 401 W. Town St., Columbus, Ohio 

Oasis Air Drier 

@ Dimensions: 12%4” wide, 20%” high, 21%” long. Com- 
pletely automatic, equipped with 1/6 H.P. hermetically 
sealed refrigeration condensing unit for 115 volts, 50-60 
cycle, single phase current. Requires no oiling. Constructed 
of galvanized steel, cabinet is finished in Oasis metallic 
tan lacquer. Recessed handle grips, slick chrome gliders 
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AIR CONDITIONERS 
Tools of the Office 


for easy moving from room to room. Each unit is furnished 
with a seven foot cord and molded rubber plug. Fan draws 
humid air over the drier coil which is 1:efrigerated so that 
condensation forms on its surface. This collected water 
drips into brass basin, then into container furnished with 
each unit, or it may be directed through a hose to a plumb- 
ing drain. Air is then re-warmed as it passes over con- 
densor coil, then is sent out into the room much drier than 
before but at about original temperature. In an average- 
sized, closed area (or up to 10,000 cubic feet), under high 
temperature, high humidity conditions, Oasis Air Drier will 
remove 3 gallons of excess water from the air every 24 
hours. List price is $146.75, f.o.b. Columbus. Shipping 
weight 100 Ibs., available for immediate delivery. 


Fedders-Quigan Corp., Buffalo, N. Y. 

Air Conditioners—Window Models—WH65—WH9 

@ Dimensions: Full %-ton cooling capacity (WH6) 13” 
high, 271%” wide, 12” room depth. Full 34-ton cooling ca- 
pacity (WH9) 15%” high, 27 1/16” wide, 12” room depth. 
Available in metallic bronze or soft-tone ivory. (Console 
models also available). Comfort circle grille directs Sow 
of cool, clean air in any desired direction. Hinged lift 
top conceals all controls. Evaporator fan and condenser 
motor, lifetime oiled. Hermatically sealed unit. V-type 
twin evaporators. Operates like a refrigerator; fits into 
window; plugs in like a radio. Unit requires no duct work 
—no pipes or water connections. Cools, dehumidifies, cir- 
culates, ventilates, filters our dust, dirt, soot and pollen. 
Five-year protection plan. 


Frigidaire Div. General Motors Corp., Dayton, Ohio 
ARM-100 Room Conditioner 

@ The new models are 28%” wide, 314%” deep and 15%” 
high (including the mounting frame). They are especially 
designed to fit double-hung windows from 29” to 56” wide. 
Complete with two separate Meter-Miser refrigerating sys- 
tems, attractive new steel cases have been designed so that 
the unit extends only 13” into the room. A recessed control 
dial adds to modern appearance of the unit. Grille with ad- 
justable louvers directs air to any part of the room. Has 
five full-length vanes which can be moved manually to di- 
rect the air flow to any part of the room without creating 
drafts. Special filter arrangement allows filter to be 
taken out through the bottom of the case in a matter of 
seconds, eliminating raising the window. The filter, proper, 
is full-length and full-height, of the expanded paper-wafer 
type. Oil-impregnated, it is located directly in front of the 
cooling unit and above the room air inlet which extends 
across the underneath front of the cabinet. Filters such as 
these may be thrown away because they can be replaced in- 
expensively. 


General Electric Co., Inc., Bloomfield, N. J. 
FD20D Packaged Air Conditioner 
@ Dimensions: Height 71°54”, width 3234”, depth 1914” for 
alternating current units—21'%” for direct current units. 
Small, packaged unit is designed for easy installation in of- 
fices, homes and small stores. Unit operates quietly while 
cooling, circulating and dehumidifying room air. “High 
volumetric efficiency of the condensing unit, and the high 
heat-transfer rate of the cooling coil assure economical op- 
eration by keeping water and power costs down,” maker 
claims. Enclosing panels are of 16 gauge sheet steel with 
neutral wrinkled grey-green lacquered enamel finish. Air 
distributor adjustable to vary rates of fresh to recirculated 
air. Discharge is through top of unit, where simple duct 
connection may be made if necessary. 

This 2 h.p. unit has cooling capacity of 24,100 BTUs per 
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hour, and a dehumidifying capacity of 30.6 percent of the 
net cooling capacity. Other G-E packaged air conditioners, 
for larger capacity jobs, include 3, 5, 7% and 10-ton capacity 
units. By the addition of a heating-coil, these units will 
provide winter-heating as well as summer cooling. 


Philco Distributors, Inc., 47-51 33rd St., Long Is. City, N. Y. 
Line of Air Conditioners 

@ Now have a line of window, console, and heavy-duty 
units. All models have hermetically sealed power system. 
Window models are % and 3% H.P.; consoles are % and 1 
H.P.; and heavy-duty models are 1% and 2 H.P. 


Remington Corp., Cortland, N. Y. 

Model 10 Director Room Air Conditioner 

@ Size 37” wide, 38” high, and 20%” deep. Enclosed in a 
Honduras mahogany cabinet with a Cordovan finish. An 
alternative cabinet of imported honey-blonde Avodaire is 
also available. The unit is unique in that it heats as well 
as cools and does it all automatically. Although normally 
the Model 10 is supplied as an air-cooled unit and uses no 
water, a companion water-cooled model, the Fullton, is also 
available and is used particularly for inside rooms. The Di- 
rector uses the conventional refrigeration cycle with her- 
metically sealed motor-compressor assembly. Price $619.50 
when ordered without automatic heating fixture. 


United States Air Conditioning Corp., Minneapolis, Minn. 
Models 7950 (V2-Ton) and 7975 {%/4-Ton) 

@ Dimensions of the % and % ton models are respectively; 
26%” wide x 2514” deep x 13%” high and 267%” x 251%4” x 
151%” high. These are window type air conditioners. Per- 
manent wood grain finish which projects into a room less 
than a foot, fits practically any window and plugs into 
regular electric current. Cools, dehumidifies, filters, circu- 
lates and ventilates. The % ton unit is designed to cool and 
dehumidify a room with approximately 200 square feet of 
floor space under average conditions approximately 10 de- 
grees below outside temperature—the % ton model will take 
care of approximately 300 square feet. Sealed-in compres- 
sor unit. List prices: No. 7950 $215; No. 7975 $259.50. 


Worthington Pump & Machinery Corp., Holyoke, Mass. 
SCY Series Packaged Air Conditioners 

@ Provide cooling, dehumidification, ventilation, circula- 
tion, cleaning (and heating if desired), of air. Three sizes 
available: No. SCY 350 (3 tons refrigeration); SCY 550 
(5 tons), and SCY 750 (7% tons). Dimensions No. SCY 
350—37” wide, 83” high, and 20” deep; No. SCY 550— 
48” x 90” x 22”; No. SCY 750—48” x 95” x 22”. Modern- 
styled cabinet finished in plastic baked enamel. 
posed screws, bolts, or nuts. 


No ex- 
Electrically-welded steel 


chassis. All parts are easily reached by removal of front 
panels. New Worthington Hermetic compressor designed 


so that the motor can be replaced in the field, if necessary. 
Never necessary to oil motor or make any adjustments. 
Freon-22 is refrigerant. 


York Corp., York, Pa. 

Yorkaire Conditioner, Window-Sill Model 12 

@ Dimensions 26%” wide by 1434” high by 105%” projection 
inside window by 15%” projection outside window. Bonder- 
ized steel cabinet mounted on rigid steel chassis. Tan and 
dark ivory finish. Cabinet insulation and rubber-mounted 
mechanism for quiet operation. Seven-ply replaceable filter 
cleans all the air of dust, dirt and pollen. Hermetically 
sealed refrigeration system. Simple installation with win- 
dow adapter kit and plug-in electrical connection. Year 
‘round fresh air ventilation with or without cooling. Instant 
stale air exhaust with pump-out controls. Draft-free cir- 
culation with four-way adjustable grilles. For room up to 
285 square feet. Five other models available, window-sill 
and console types with capacities ranging up to 1,150 square 
feet floor space. Price $289 F.O.B. York. 
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WATER COOLERS 
Tools of the Olfice 


Coolstream Corp., 157 E. 128th St., New York 

CPC-50 3-Way Water Cooler 

@ Size 17” x 17” x 44”. Made of 18 gauge cold rolled steel 
especially treated to prevent rust. Tan hammertone finish. 
Top is one piece stainless steel rust resisting and sanitary. 
Refrigerated storage compartment made of stainless steel 
can hold 1% cases of coke or 8 quart bottles in addition to 
two large ice cube trays with 28 high ball size cubes. The 
trays are the latest design quick release type. “This water 
cooler is unique in that three different temperatures are 
maintained by the same mechanism. Drinking water is kept 
at 50 degrees, refrigerator is held at 40 degrees and the 
ice cubes are at 20 degrees,” maker claims. Combination 
chrome plated handle and snap lock with two keys for 
compartment. Glass-filler for filling glasses, cups or pitchers 
is available as an extra feature. List price $325. 


Cordiey & Hayes, 443 Fourth Ave., New York 

Electric Water Coolers 

@ Average measurements 16” square by 43” high. Ice 
coolers also available. Have 10 models—bubbler and bottle 
types for office, industrial or commercial needs. Fully 
sealed hermetic refrigeration system. Vapor sealed cork in- 
sulated cooling units have stainless steel water storage con- 
tainers. Bubbler models have stainless steel tops. Cabinets 
are galvanized, bonderized and have infra-red baked finish. 
Stainless steel cabinets also available. Their 8 bubbler-type 
coolers with foot-pedal or hand control serve from 30 to 
over 100 persons per hour, include a special explosion-proof 
model for combustible atmospheres. The 2 bottle-type 
coolers include a refrigerator-storage compartment model 
with ice cubes. 


Copeland Refrigeration Corp., Sidney, Ohio 

Water Coolers, PB-10 Electric; Modei C-5, Bottle Type 

@ Dimensions Overall height 43” including bubbler; cabi- 
net height 403g”; top 163/16” square. Cabinet is heavy 
gauge sheet steel mounted on rigid, welded steel frame. 
saked metal base enamel in a rich tone to harmonize with 
any surroundings. Top and drain assembly of 18-8 stainless 
steel. Corners rounded for maximum sanitation. Condens- 
ing unit is 1/6 H.P. Copelametic type for use on 110 volt, 
60 cycle, 1 phase current, using Freon 12 refrigerant. Over- 
size finned-tube condenser is cooled by a separate fan and 
motor assembly. 


Left: Coolstream’s CPC— 
0 model 


Right: Puro Filter Corp.’s 

NTBC—35 with storage 

chest; and one of the new 
Frigidaire models 


April, 1956 


Ebco Mfg. Co., Columbus, Ohio 

Oasis, No. OP-3R Water Cooler 

@ Finished in antique-brown, opalescent lacquer, cabinet 
is constructed of lifetime, heavy-gauge, galvanized and 
Bonderized steel. Mirror-finish, stainless steel top is fitted 
with Ebco’s modern, angle-stream, bubbler valve. Equip- 
ped with quiet, hermetically-sealed condensing unit. Cools 
three plus gallons of water to a temperature of 50 degrees 
and provides adequate storage space for 28 small beverage 
bottles or seven tall, quart bottles, standing upright. 
Monel is used for the interior of the compartment and door 
liner for reasons of sanitation and durability. Compart- 
ment is furnished with an integral snap-fastener and pilfer- 
proof lock with keys. Defrosting of compartment is un- 
necessary, since no frost is formed. Provisions have been 
made, however, to drain off any spilled liquids. Generous 
water-cooling capacity and large, cold storage compartment. 
Compartment temperature is automatically maintained at 
a steady, cool level. Temperatures in compartment have 
a range of 36 to 46 degrees F.—may be quickly lowered or 
raised, as temperature control has been placed where it is 
readily accessible. However, to prevent tampering, switch 
for controlling water temperature has been located under- 
neath front panel. 


Fedders-Quigan Corp., Buffalo, N. Y. 

Electric Water Cooler Bubbler Type No. 2T-10 E 

@ Dimensions: 43%” high, 15 19/32” wide, 15 19/32” deep. 
Rigid electrically-welded steel frame. Finished in attrac- 
tive metallic gray. Top plate—one piece anti-splash de- 
sign finished in white vitreous enamel. Bubbler—heavy, 
solid brass, chrome-plated. Thermostatic control—adjust- 
able, automatically regulates temperature of drinking water. 
Compressor-motor unit hermetically sealed and lubricated. 
Mechanical refrigerating circuit. Capacity of 10.4 gallons 
of water per hour in 90 degree F. room with 80 degree F. 
inlet water cooler to 50 degree F. Water storage tank 
has 1.3 gallons cold water reserve. Also available in 
bottle types. 


Frigidaire Div. General Motors Corp., Dayton, Ohio 

Water Cooler d 
@ New 20-gallon capacity pressure-type water cooler is 
lower in height for greater ease to the user and convenience 
in drinking. Will cool from 10 to 20 gallons of water per 
hour, from 80 degrees on down to 50 degrees. Equipped 
with a three-gallon reserve storage tank and features shell 
and tube type cooling unit. Has pre-cooling device which 
increases the capacity by more than 60 per cent. The bub- 
bler is finished in black Polystyrene and the control button 


(to next page) 
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WATER COOLERS 
Tools of the Office 


and nozzle are chromium plated. Low-cost refrigeration is 
supplied by a rotary Meter-Miser compressor. Finished in 
harmonizing grey. 


General Electric Co., Inc., Bloomfield, N. J. 
Pressure Bubbler Water Cooler types RS and RW 
Dimensions: Height 4434”, width 15 3/32”, depth 15 7/16”. 
Available in 3 capacities, pressure bubbler cooler features a 
cooling reservoir, which improves cooling efficiency and 
increases available storage of cooled water. Adjustable 
temperature control, operated by a “off-on” switch, permits 
water temperature to be varied to suit normal requirements. 
“Precooler,” using chilled wasté water, precools incoming 
tap water. Constant head pressure is maintained by water 
regulating valve. Insulation of granulated cork minimizes 
heat leakage and reduces operating costs. Unit inclosed in 
all-steel cabinet with removable front panel for accessibility 
to interior parts. Glazed white vitreous china top scratch- 
and discolor-proof, also designed to eliminate splashing and 
to discourage accumulation of dirt. Other sanitary features 


Oasis OP-3R (left), made by Ebco 
Mfg. Co.; and one of the new 
Westinghouse Electric Corp. model 
with the optional extra apppliance 
for children 


Left to right: Models by General Electric, Temprite Prod- 
ucts, Fedders-Quigan, Progress Rerigeration Co.; and 
and Uniflow Co. 


include angle stream bubbler, with large chrome-plated 
guard, and a foot-pedal control. Available in capacities from 
5.5 to 20 gal. per hour. Bottle type also available. 


Progress Refrigerator Co., 737 So. 13th St., Louisville, Ky. 
A53 Pressure Type Water Cooler 

@ Size 17%” x 174%” x 43” high, constructed of rust resist- 
ing steel and stainless steel. Painted surfaces are finished 
in a baked-on synthetic enamel. Connects directly to regu- 
lar pressure water system. Water cooled by circulating a 
twenty foot 3¢” galvanized pipe. Cooling agent is ice. Will 
supply cold drinking water for up to 20 to 25 persons in an 
office. Price through dealers is approximately $55 plus in- 
stallation charges. 


Puro Filter Corp. of America, 440 Lafayette St., New York 
Model NTBC-35 


@ Width 16”, depth 15%”, height 4454”. Pressure type 
automatic bubbler-top cooler of compact proportions, with 
the added feature of a one-cubic foot stainless steel refrig- 
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WATER COOLERS 
Tools of the Office 


erated compartment for storage of beverages and foods; 
also has drain for condensation. Vitreous china bubbler top 
or stainless steel bubbler top. Provided with lock and 2 
keys. Can be provided with glass filler. Special biological 
trays optional at slight extra cost. AC or DC. Standard 
colors mahogany or grey. Bottle type also available. 


Sunroc Co., Glen Riddle, Pa. 

Model 26 Super Cooler 

@ Cabinet dimensions—18” x 18” x 43” (including top). 
All-steel cabinet, heavy gauge, trimmed with stainless steel 
alcove and removable stainless steel panel for ease in serv- 
icing. Refrigerated compartment lined throughout with 
stainless steel. Plastic trays for “pop-out” ice cubes. Push- 
button faucet or bubbler. Tube-in-tube or tube-on-tube 
cooling unit for instant cooling. Hermetic condenser. 
Static air-cooled condenser. All flared connections com- 
pletely double-flared. Refrigerant and water connections 
other than flared are silver-soldered. Refrigerant—Freon 
12. Germicidal lamp, lock for top, and special colors avail- 
able as optional equipment at additional cost. 

Will supply drinking water for up to 35 persons. Makes 
24 giant ice cubes. Ample refrigerated storage space. 
Price: Depending on whether pressure or gravity, push- 
button or bubbler, averages $300. 


Temprite Products Corp., 47 Piquette Ave., Detroit, Mich. 
Model PB-10 Water Cooler 

@ Size 163/16” x 163/16” x 4034” high. Model PB10 (10 
g.p.h. pressure bubbler type, self-contained water cooler) 6 
g.p-h. pressure bubbler type and 3 g.p.h. bottle type coolers 
also available. Rust roof cabinet mounted on rigid, welded 
steel frame. Panels finished in metallic type grey, infra-red 
baked enamel. Sanitary top and drain assembly of 18.8 stain- 
less steel. Automatic squirt proof water flow regulator. 
Foot pedal flow control optional. Direct expansion refrig- 
eration system cooling water in storage tank. Unique pre- 
cooling system adds greatly to the cooling capacity. Has 
a cooling capacity of 10.2 g.p.h. at an 90 degree F. ambient 
temperature cooling water from 80 degree inlet temperature 
to a 50 degree outlet température. Meets with all require- 
ments of Commercial Standards CS-127-45 size 10 as issued 
by the National Bureau of Standards. List price $250 
F.O.B. Detroit. 


Unifiow Mfg. Co., Erie, Pa. 

Lectrik-lce Water Coolers 

@ Standard water cooler dimensions. Full line of water 
coolers, both for bottle and water line. Awailable in both 
stainless steel and Krinlac finish. Built to supply a large 
amount of drinking water quickly. Some models have stor- 
age tank inside the unit which holds 3% gallons of cool 
water. Medium priced equipment. Available within four 
weeks of order. 

(To next page) 


@ The “Tools of the Office” feature is 
rounding out its third year of service to 
Orrice MANAGEMENT readers. In line with 
the gratifying response to this series, the 
Editor has in his files a limited quantity 
of ‘over-run” forms of various ‘Tools’ 
articles during the past year which he 
will supply to readers upon request as 
long as they last. 
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THE EBCO MANUFACTURING CO. 


Electric Water Coolers 
Pay for Themselves 
In Modern Offices 


Model OP-3R .. . so 
versatile in application! 
Plenty of cool, drinking 
water, plus a roomy, re- 
frigerated compartment 
for soft drinks and other 
beverages as well. This 
Oasis requires less than 
two square feet of floor 
space. 


Model OP-3R 


Model OB-RS . . . for 
bottled water, no plumb- 
ing connection required, 
simply plugs into any 
electrical outlet; is quiet 
and economical. Refrig- 
erated compartment 
maintains constant tem- 
perature and holds one 
full case of 7-ounce bot- 
tles, plus 28 large ice 
Model OB-RS cubes in freezing section. 


Both Coolers Warranteed for FIVE YEARS 


Write for complete information to: 


The Ebco Manufacturing Co. 


401 West Town Street, Columbus, Ohio 
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WATER COOLERS 
Tools of the Office 


Westinghouse Electric Corp., Box 2099, Pittsburgh, Pa. 
Water Coolers, New Models 


@ Two new 3-Temp, compartment-type water coolers, a 
bottle and pressure bubbler model, for use in private or 
executive offices, lawyers’ and doctors’ offices, and other 
public locations, have been introduced by the Westing- 
house Electric Appliance Division, East Springfield, Mass. 
Both coolers provide 50 degree drinking water for 25 to 
30 persons; 35-38 degree refrigerated storage space for 
food, beverages, or pharmaceuticals; and freezing unit 
which produces three-and-a-half pounds of ice cubes at 
one freezing. As many as 40 half-pint bottles of milk or 
29 beverage bottles can be kept in the stainless steel stor- 
age compartment at one time. A newly-developed “Magi- 
Trol” control enables the new coolers to maintain the three 
desired temperatures in the water cooling chamber, freezer 
and refrigerated space independently of each other. The 
coolers are also provided with a full-hinged door and lock- 
type, snap catch. As with all Westinghouse water coolers, 
the new 3-Temp units are equipped with an hermetically- 
sealed refrigeration system. An extra drinking fountain 
that can be mounted half-way down either side of a stand- 
ard water cooler for the convenience of small children or 
wall-mounted in various positions near the cooler as a 
supplementary outlet is also available. This accessory, 
which can be placed on the wall adjacent to the cooler, 
can also be remotely mounted on the other side of the 


Left: Sunroc’s No. 26, Super Cooler; and a model 
made by Cordley & Hayes. 


wall or one story above or below the cooler. Its bubbler 
can be operated at the same time as the bubbler of the 
parent unit. 


WHAT DO YOU LACK? 


% “WHY don’t they make... ?” 


Readers of OrricE MANAGEMENT, how many 
times have you asked this question, referring to 
some gadget, machine, or other item of office 
equipment you felt would be a valuable addi- 
tion to the tools of the office—if only some one 
would design and manufacture it? 


Here’s a chance to pass your suggestions on 
to where they may do some good. Many times, 
manufacturers who up to now have not made 
anything for the office have asked us for as 
many suggestions as possible from readers on 
what these manufacturing firms may make to 
rag be something which can be used in any 
office. 


Send your suggestions to 
New Propucr Epitor 
OFFICE MANAGEMENT & EQUIPMENT 
212 Firru Ave., New York 
We will print, over your names, some of the 
ideas we think interesting, and we will call all 


of them to the attenton of manufacturers for 
consideration and possible action. 
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TRAINING THE RECRUIT 


(From page 31) 


He invites the club, in two sections if it is large, 
to come to visit the firm and makes a definite appoint- 
ment; or, he may give just two cards of invitation— 
io a senior boy and girl. These cards will permit 
them to visit the firm and be taken to lunch by a 
group of young employees, and then they report back 
to their club. 


The youngsters love it, and are in many cases 
hired immediately after being graduated. However, 
several other young people from the same school may 
apply for positions and while they assure the person- 
nel director of Firm A that they were graduated, he 
knows that it pays dividends to contact the office 
practice teacher, with whom he is acquainted. He 
finds, say, that two of four of those applying would be 
considered a good risk, that they were able to pass 
the Regents’ examinations in typewriting and short- 
hand high on the list, while the other two did not 
make the grade. Also, the latter two were absent a 
great deal, had poor work habits, and were not re- 
liable. Firm A did not hire those last two. 


Firm B knows it should do all of the above, but 
no one seems to be assigned to visit the schools, and 
anyway it seems such a chore, and so time-consum- 
ing. This type of firm feels that if the diploma means 
anything the graduate ought to be able to do the 
very simple things expected. But if Firm B really 
knows what it expects — it is very vague about it. 


And should it decide to check with the school, it is 
likely to do so after the young person has been hired, 
and if the recommendation is poor, it feels, “Oh, well, 
they're already here and the chances are | won't get 
anyone better — they're all alike.” 

Firm A, on the other hand, even though it believes 
it has made a wise selection, feels that it must do its 
job in training the young person for the specific job. 
Notice the word “SPECIFIC”. In the New Jersey 
Survey, 81.1% felt that the primary objective of busi- 
ness education in New Jersey is “vocational on a 
broad marginal job level,” while only 15.7% felt it 
was “vocational on a specific job level.” 

Firm A uses the “big sister’ idea to help the new 
employee feel at home. It realizes that many a new 
employee is a little timid at first. She is afraid she is 
not going to fit in, or that the other girls may not 
like her. The “big sister” assigned to her is some 
young person who has been with the firm at least a 
year. This firm believes, as Dr. William J. Reilly has 
explained so well in his book, The Law of Intelligent 
Action, that “ . . . training begins on the first day on 
the job . . . whether a definite program exists or not. 
If a worker is merely hired, taken to his supervisor, 
and forgotten, he is still being trained. He is being 
trained negatively by default. Most workers start out 
with a natural desire to succeed on any job they 
undertake. But if they are ignored most of the time 
and simply ordered around the rest of the time, it 


Office people find much of interest in this modern store, the headquarters 

of Ward Harris, Northern California dealer for Ediphone and Edison Voice 

Writers and the A. B. Dick Mimeograph, at 555 Market St., San Francisco. 

A feature is what is said to be the largest private collection of Thomas A. 
Edison’s original working models and papers. 
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doesn’t take very long for them to ‘seek the level of 
their group’ and lose whatever desire they might have 
started with ‘to make good.’ ” 

We seem to lose sight of the fact that office as well 
as industrial employees must be trained if we are to 
keep down office costs. Carl A. Gray in an article 
in The Saturday Evening Post of October 1, 1949, 
says, “.... it takes a couple of years to train a good 
machine operator. Even a graduate engineer needs 
a year or so under mature guidance before he earns 
his keep.” Haven't we in office work been misled 
in thinking that the schools can do all the training 
necessary for that initial office job? Most certainly 
they cannot today, with our mass education set-up. 

Let’s return to Firm A. If it should find some defi- 
nite shortcomings among the graduates of a particu- 
Jar school, it will point out those shortcomings to the 
teachers. It is a mutual affair. 

What are some other firms doing? 

When Johnson & Johnson in New Brunswick, N.]., 
one day last year invited local high school students 
in for a “Day in Modern Industry”, some 300 stu- 
dents took over the company lock, stock, and barrel 
and for a whole day ran it from jobs that ranged 
from clerk to board chairman. The firm’s contribu- 
tion to the community during the day was perhaps 
best expressed by Frederick J. Sickles, the New Bruns- 
wick superintendent of schools, who called the pro- 
ject “the most practical educational device that has 
ever been put into action, and it has been done by a 
firm that is as typical of the American way of life 
as baseball and hot dogs.” Both Johnson & Johnson 
and school officials felt that the benefits of the day 
were so great that they decided to make it an annual 
event. 


OTHER METHODS 


Here are some other methods used by companies 
similar to Firm A. During those first days a tour of 
the building is taken by the new employee. ‘This tour 
is usually conducted by someone in public relations 
who is pleasant, cheerful, and not in such a hurry 
that he rushes from department to department. Lit- 
erature is also given to the new employee, pointing 
out such facts as, for instance, that the sales manager 
started as office boy or that the assistant personnel 
director started in the stenographic pool. The Hora- 
tio Alger theme is used, but care is taken to empha- 
size that while all can’t be managers there are oppor- 
tunities in the job, and that what a person does and 
how he conducts himself is important for the step 
ahead. 

Other firms have classes in self-development on 
company time; some immediately after office hours, 
with the course free to all who wish it. It is interest- 
ing to note that one large company which now uses 
the self-development theme, first started calling the 
classes “‘self-improvement classes’’ and there was some 
antagonism to the use of the word “improvement.” 
To some people, use of that word has the same effect 
as waving a red flag in front of a bull. The purpose 
of the course is essentially to help everyone to bring 
out “hidden assets,” to recognize shortcomings, and 
to do something about them. 
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Some firms send employees to recognized business 
schools for evening classes, get monthly reports from 
the schools as to progress and, at the completion of 
the course, if the report is satisfactory both in school 
and on the job, the employee is reimbursed. Of 
course, all this is thoroughly explained to the em- 
ployee before taking the course. 

In some of the smaller offices, the supervisor does 
all the training. She does not take too much for 
granted — she will even take the time to show how 
to use carbon effectively, how to erase neatly. If an 
office manual has been prepared, the new employee 
is shown how to use it. 

In many a small office, the secretary to one of the 
senior officers is often the one who trains the new 
employees. Also, she may be the one doing the hir- 
ing. Because of that double: responsibility, she is 
going to be very sure that she gets the best employees 
she can. She, too, checks with the school on the 
applicant and accepts an occasional speaking date 
at the various school career programs often held in 
the evening so that both students and parents can 
attend. Her job is to try to point out the advantages 
of working in a small office. 


HUMAN ENGINEERING 


The past number of years we have been hearing a 
great deal about human engineering. We know that 
both in school and on the job the person must be 
treated as a human being. Every good teacher recog- 
nizes the importance of encouragement and praise in 
the development of the student. So, too, does the 
competent supervisor and office manager. It is im- 
portant that adverse criticism be given constructively 
at the time an error occurs, rather than let it pile up, 
but it is also important that comment be made when 
improvement is shown or when an unusually good 
job is completed. 

How often have we learned that a competent sec- 
retary has decided to leave her job because she is 
treated like a piece of office furniture! Only at the 
exit interview does this come to light. The employer 
is always so astonished, and is likely to say something 
like, “But I thought you knew how satisfied I am 
with everything. The fact that I have made no com- 
ment should have let you know that I am satisfied 
with your work.” 

No, that’s not enough. It is human nature to want 
favorable comment; it makes unfavorable comment 
not quite so bitter to take when it must be handed 
out. 

How we use our people is one of the biggest fac- 
tors in cutting office costs. An official of one big com- 
pany said recently: 

“There are no longer any differences between us 
and our competitors as far as machines, methods, or 
processes go. We all know the same things about 
how to make the product. A company’s edge now 
lies only in more effective use of its people.” 

If you should be one of these fortunate people who 
has an excellent secretary, don’t thank your lucky 
stars; instead, thank your secretary — she'll appre- 
ciate it and you in turn will benefit! 


April, 1950 


oe . 
E 4 
a q 
= ” 
ae 
ce : 
MeN 
j 14 
on 
= 7 
) e : e 7 al 
esi * 
’ _ SS 
iis _ “ 
oom { i. 
7 - h 
; a r “i . 
‘ , m2) " 
i iz r 
% a § 
a a e Gg 
~ 
q 
——— 
— 
| 
“Ea i SS 2 ; 
Sia Pil. 2 ee SP ee ; a oe ee , 


950 


*““Reckon you know about the high quality of 


any product with the Webster brand. 


“Webster means duplicating supplies that last 


longer — so cost less. 


‘And the Webster brand stands for a mighty 
proud outfit, too. It’s a spur that keeps us 
Webster hands working continually to make 


even better products. 


“For 61 years folks everywhere have been 
hankering for our merchandise from coast to 
coast. 

“So the next time you need duplicating sup- 
plies of dependable quality, order Webster's. 
See your nearest dealer or write F. S$. Webster, 


9 Amherst St., Cambridge, Mass.”’ 


F.S. WEBSTER 
COMPANY 


Webster's warehouses in key cities from coast to coast: 
New York, Philadelphia, Pittsburgh, Detroit 


Chicago, San Francisco, Cambridge 


Here are some thoroughbreds 
in the Webster corral 


1. WEBSTER’S Silk Star Typewriter Ribbons 


. made from finest silk, remarkably strong 


and durable. Carefully inked to produce ex- 


ceptionally clear-cut impressions. 


2. WEBSTER’S Micrometric Carbon Paper . . 
with its exclusive numbered edge eliminates re- 
typing for spacing errors. Gives clear, sharp 


impressions even after continuous hard usage. 


3. WEBSTER’S MultiKopy Pencil Carbon .. . 


gives at least 100 impressions from a single sheet. 
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Wie steb me a 


. Made of hard vulcanized 
fibre, Vul-Cots give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
splinter, dent, rust or corrode . . . do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 


maintenance costs. Write today for catalog sheet giv- 
ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No. 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


Wew! Vmproved/ 


Greatly improved manufacturing process 
makes possible new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handling— 
your assurance of an even finer Vul-Cot! 


For Sale by Stationers Everywhere 


uaran tee This Vul-Cot waste basket 
with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work- 
manship for a period of five years from date of purchase, 
when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. pf \ 
NATIONAL VULCANIZED FIBRE CO. " 4 
Wilmington, Delaware, U.S. A. 


ATTRACTS EXECUTIVES 
(From page 39) 
dures and forms control, in the subjects of customer 
statement, records control, order entiy, billing, and 
correspondence handling. He pointed out the neces- 
sity for periodic checks on reports to ascertain their 
value. 

On the subject of payroll reduction, Mr. Bennett 
advised the executives to reduce payroll costs only in 
proportion to the work and cooperation extended by 
the employees, and to staff the office with high quality 
personnel and work diligently to keep them. 

The Seminar closed with a banquet. Vice-President 
Alben W. Barkley, honored guest and principal speak- 
er, talked on “The Government and Its Money.” He 
was introduced by the toastmaster, Chester R. Davis, 
senior vice-president and director of the Chicago Title 
& Trust Co. Myron D. Ross, president of OMAC, 
acted as chairman. 


EFFICIENCY TAUGHT 


(From page 43) 


sure they are conveying your ideas and “tone of voice.” 

Insist early that a filing system be available which is 
understandable to someone other than just the secre- 
tary. 

Cooperate with your secretary by trying to provide 
office equipment of her choice. Provide her with the 
brand of typewriter she likes. If you need a duplica- 
tor, and she is familiar with them, let her pick out 
the machine she will have to operate. If she seems 
ignorant of the minor mechanics of the equipment, a 
visit from a good office equipment salesman or service 
man might bring some welcome tips. If she notices 
you are available to make all decisions, she will be con- 
tent to let you go on making them. 

With new workers, give the secretary sufficient time 
to do the job over if the first draft is poorly placed, or 
contains too much erasing. Even the best typists will 
occasionally misjudge the amount of copy or have an 
“off day.” 

How did the student secretaries react to the short 
course? Well, they liked it for two reasons. First of 
all, they were paid their regular hourly rate while 
attending school, so it involved no loss of time or pav 
for them. 

Second, they emerged with a finer sense of the hu- 
man relationship which must exist in an office, and a 
new sense of responsibility. Their words per minute 
may not have increased, but their jobs became more 
real and meaningful. 


BOTHERED BY NOTICES? 
(From page 44) 
ment of Labor issued a new poster of increased size, 
so that a 12x18-inch poster replaced one 81x11 inches. 
This brought the problem into focus. It meant scrap- 
ping the old glass-enclosed frames and buving new, 
(To page 74) 
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LET US TELL YOU 
WHERE 10 GET IT 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
and Equipment 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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when you use this 
new Kodak paper 


You'll see the difference .. . with 
any type of office contact photocopier 
. .. When you use Kodagraph Contact 
Paper. Your letters, charts, and other 
originals are reproduced sharper, 
clearer...in dense photographic 
blacks, clean whites. And the job is 
easier, more economical than ever be- 
fore—no split-second timing ...no 
wasteful trial-and-error testing. 


photocopies... 


ecein your present 
photocopier 


That’s because this new Kodak 

copy paper has wide latitude . . . and 
amazing uniformity—from sheet to 
sheet, package to package. 

There’s nothing new to buy but 
the paper itself. You'll be pleased 
with the price, delighted with the re- 
sults! So make your next order 
Kodagraph Contact Paper . . . and see 
the difference yourself. 


iXodagraph Contac? Paper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


mses ---y)1--- 
Cte 


EASTMAN KODAK COMPANY 
Dd Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon for 
FREE booklet 


Gentlemen: Please send me a free copy of your new booklet, “Modern Drawing 
and Document Reproduction,” giving all the facts on Kodagraph Contact Paper. 


Name ______— — Position 
Company 

Street 

City 

State 
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with the famous 


YELLOW BOX 
kine! 


You save in many ways when 
you use the OAKVILLE YEL- 
LOW BOX LINE! 


You save clerical time and cost 
because you can get all your 
paper fastening devices in one 
: shipment, from one reliable 
ae source, with one invoice. 


oS 


You save many valuable hours 
in every department of your 
business because the Oakville 
line holrs better, attaches easier, 
and does not catch or tear im- 
portant papers. 


You can always depend on 
Oakville performance. The fa- 
mous YELLOW BOX LINE has 


mJ been helping save time, effort, 
= and money in offices for a great 
= many years. You, too, can get 


all these benefits if you. . . 


STANDARDIZE ON THE 
py YELLOW BOX LINE— 
ca IT’SPACKEDW ITH PROFITS! 


: OAKVILLE COMPANY DIVISION 
+ i oumwipuiaians **” SCOVILL MANUFACTURING COMPANY 


? 2, Waterbury 20, Connecticut 


L, NEW YORK ¢ PHILADELPHIA + BOSTON 
CHICAGO « SAN FRANCISCO 
ning In CANADA: Brown Bros., LTD., TORONTO 2 
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larger sized frames for the revised poster, with an 
added expense of approximately $10, as these notices 
must be posted in all branch offices. 

In order to take care of present and future needs 
and at the same time maintain a semblance of good 
appearance for the space where the notices are placed, 
all the notices mentioned were reduced photostatically 
to a single standard size, so that all the notices fitted 
into an area measuring 27x26 inches. The mainte- 
nance department of the bank constructed a single 
glass-enclosed box to house all five notices, with space 
for a sixth poster. The U. S$. Department of Labor, 
Wage and Hour Division, indicated that reproduction 
of such official notices is permissible provided the con- 
text is not altered or amended in any way; and pro- 
vided also that the reproduction is of such size and so 
placed as to be easily read by the employees. 

The costs of the new method of handling the no- 
tices was reasonable: 


(a) 5 photostatic reproductions (standard 


RE visi 4s teehee hay iota Rt $ 6.30 

(b) 5 glass-enclosed bulletin boards (est.).. 10.00 
(to house all notices) 

$16.30 

(c) Miscellaneous 1.70 

Total cost $18.00 


The new installation is proving the enhanced value 
of the new method as against the former haphazard 
way of meeting the requirements for keeping em- 
ployees informed regarding Federal and State Laws 
which affect them. 


OFFICE FLOORS 


(From page 52) 


centrated solution of neutral soap and warm water. 
Never use gasoline, benzine, turpentine or similar 
solvents for stain removal. 

Varnish, lacquer, shellac or other plastic finishes 
should not be used on asphalt tile as they usually con- 
tain solvents that will injure the material. 


PROTECTIVE FURNITURE BASES 


Any resilient floor will become scarred and dented 
if furniture or heavy equipment is carelessly moved 
over it or allowed to stand on the flooring without 
protective bases. 

Radiators should stand on small pieces of metal 
of the same thickness of the tile. These are inserted 
after the floor is finished. The tile is heated with 
a blowtorch and holes cut or punched to exactly 
fit the metal insets. 

All bearing or contact areas of furniture or equip- 
ment resting on the floor should be smooth, flat and 
free from holes, projections and recesses. The contact 


OFFICE MANAGEMENT AND EQUIPMENT 


surface should be broad so that weight is widely dis- 
tributed, and all edges rounded to prevent cutting 
action. 


Small metal domes should be removed from the 
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w \NEVE GIVEN ouR STAR 
N SPEA 
mw A KING PART 


A LEADING PART, too. It’s a small switch on Tycoon’s “Quick Review” microphone. ..a switch 
that takes its cue from your finger. Press in, you dictate. Press down, you set a 

miracle in motion! Tycoon talks back ... yes, actually reviews... the last few words you dictated! 
Now, for the first time. ..and only with Tycoon... you can enjoy 
absolute and accurate control of your dictation. This unique 
“quick review” is only one of many exclusive Tycoon conveniences. . . 
features that save you and your secretary time, trouble, needless effort. 
Bear in mind, too, that although the Tycoon model is the latest 
SoundScriber it does not obsolete previous 
models. . . all SoundScriber Dictating 


SOUNDSCRIBER CORP., 


New Haven 4, Conn. 


The Lady TYCOON ... New “Television 


Indexing” banishes slips and strips Equipment may be used interchangeably! Hteded cbad tie “Tyson” Gassal 
forever — makes transcribing simple ; J 
as looking into your compact. Like the full story? Write today! 


NAME 


ADDRESS 


JSOUND/CRIBER 


Trade Mark 


FIRST ALL ELECTRONIC DICTATING SYSTEM + FIRST DISC DICTATING EQUIPMENT’ 230 Sales and Service Centers Coast to Coast 
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® 300% Longer Life of Sheets 


Unnecessary to reinforce the holes 
Reinforced sheets not required 


® Built-in Automatic Sheet Lifter 
Carries sheets freely over rings 
No resistance from friction 


® No spilling sheets when rings open 
Rings slide apart—do not pop:open 


® 20% more sheet capacity 
Ring design admits more sheets 


® Flat back rests solidly 
® Cannot open accidentally 
® Soundly engineered—well made 


* 


ASK YOUR STATIONER TO SHOW YOU 


 FWhea® 
Skide -O pe . pe 
CO OR 


WITH 
“automatic” 
——BUILT-IN SHEET LIFTER—— 


a binder of the Faultless line 
* 
Write for illustrated circular 
STATIONERS 
LOOSE LEAF CO 


MILWAUKEE I, 524 N. Broadway 
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bottom of furniture legs and replaced with glides 
having a wide, smooth, flat base with rounded edges. 
For furniture or light equipment that is moved occa- 
sionally, the glides should have a flexible pin to insure 
flat contact with the floor at all times. These glides 
are available in sizes from 1 to 214 inches in diameter. 

Hard-wheel, narrow, small-diameter casters will 
leave marks and indentations on any resilient floor. 
Desk chairs, typewriter stands, and other frequently 
moved furniture should have easy-swiveling ball-bear- 
ing, wide-wheel casters. Wheels should be 2 inches 
or more in diameter with wide, flat, soft rubber- 
composition treads. 

Seldom-moved tables, desks, and other heavy fur- 
niture should stand in cups of composition material 
to provide wide bearing surfaces on the floor. Such 
cups are available in neutral colors and have open- 
ings from 114 to 254 inches square; round openings 
134 and 15% inches in diameter. 


CARPETING 


WHERE CARPETING IS USED extensively, most 
offices will be interested in “on location’ cleaning. 
Invariably the problem will be concerned with wall- 
to-wall carpeting, and on-the-floor cleaning is most 
imperative, except in instances where carpeting can 
at specific long intervals be changed around to equal- 
ize wear. 
The best methods: 


1. Removal of all furniture. 

2. Thorough vacuuming with a portable commer- 
cial cleaner—more powerful than the home cleaner. 
This vacuuming is essential. 

3. Application of a soapless and non-alkaline 
cleaner-and-water solution by a rotary scrubbing ma- 
chine—the amount of the solution kept to the mini- 
mum needed to produce a cleaning. 

4. Drying of the carpet by forced drying, if possible, 
with electric cleaning devices or electric fans. In the 
winter time, when heat is turned on in the office, the 
drying is more rapid than on humid summer days. 

5. Placing of heavy paper or other protection under 
the legs of furniture if it is brought back into the 
room before the carpeting is dry. This precaution 
prevents the transfer of any stains from wood or steel 
furniture. 

A soapless and non-alkaline cleaning solution leaves 
less residue in the carpet than soap, and chance of 
damage to the wool and the colors is less. 

Treatment like this, of course, is available only 
through the ministrations of expert cleaners, who will 
give office carpeting the best treatment possible, out- 
side of that given in a commercial cleaning plant. The 
professional cleaner has the experience to tackle stains 
requiring special techniques for their removal. Paints, 
varnish, and indelible inks, for instance, call for the 
careful application of chemicals not often kept around 
an office. 


TERRAFLEX 


The new Johns-Manville product, Terraflex, is a 
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: WHEN YOU are told that bankers prefer Ace 
: Stapling Machines and Staples it is one of the finest compli- 
% ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional mea you would get the same 
FIG. 1 shows @ cross section of on ALL-ROUND enthusiastic endorsement. 
steel wire. Ace uses only the fnest quality, pre- Bankers have found, from lon i hat th ful 
r x : ) g experience, that the successfu 
r, ee ee ee operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
€ staples used as it does on the machine itself. It is poor economy 
- to jeopardize the smooth, efficient operation of an Ace Stapler 
e by using poor grade staples. 
" Every Ace Machine and every Ace Staple is produced with a 
. degree of skill unapproached in the stapling industry giving 
€ these products those fine qualities so greatly appreciated by all 
who use them. 
r 
; ACE PILOT 
7 Precision built by skilled 
| workmen. Staples and 
pins. 
s ‘ 
df FIG. 2 shows the ALL-ROUND steel wire after pa = 
being treated by the Ace Process. This gives max- PO: 0 Ce ra pon cach 
y imum strength on the outer edge where it is needed iitahem, aime, tents endl NS Ses . _ 4 oy ag Soe 
1 moet. hand fastens. finger nails. 
“ 
e 
s i. 
Sl WORLDS 
X\ Stapling Purpose SINEST. 
—_- Machings jer ok Purse and Same 
ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
, IN CANADA e@ ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
’ April, 1950 OFFICE MANAGEMENT AND EQUIPMENT 77 
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plastic asbestos floor tile. In general, the recommended 
maintenance practices are the same as for asphalt tile. 
However, if desired, highly alkaline cleaners may be 
safely used on this material. Also paste wax as well 
as water wax may be used since it is not affected by 
the solvents in many paste waxes that would be in- 
jurious to asphalt tile. 


MEN IN THE NEWS 


Lynde Selden was elected to the board of directors of the 
Underwood Corp., 1 Park Ave., New York. The announce- 
ment was made recently by L. C. Stowell, president, at the 
company’s fortieth annual meeting in New York. Mr. Sel- 
den is also vice-chairman of the American Express Co. in 
New York. 

Other directors who were reelected, are J. G. Bradley, 
| Morgan B. Brainard, Robert L. Clarkson, Harry M. Durn- 
| ing, John M. Hancock, Louis G. Julihn, John H. Keating, 


Lynde Selden 
WHY? Look at her posture — erect but relaxed, 


‘lungs able to breathe freely, weight evenly dis- 
tributed. The secret is her individually-fitted Sturgis 
Posture Chair which automatically encourages the 
posture that discourages fatigue. This girl and her 
chair are a valuable pair—efficient production part- 


seis oe te SO. Evander B. Schley, Reeve Schley, Leon C. Stowell, Phillip 
Your Sturgis dealer will gladly demonstrate the D. Wagoner, Maurice Wertheim, and Albert H. Wiggin. 
close relationship between proper girl-and-chair The company also announced the or of a 
i i : man D. MacLeod as regional manager of the Northern New 
a England area, and K. M. Smith as manager at the Spring- 
field, Ohio, branch office. Mr. MacLeod joined the company 
Ever wondered how much bad in 1922, Mr. Smith joining the sales staff in 1941. 


sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting”. No 
charge—no_ obligation—just 
good common sense. 


Ray R. Eppert, vice-president in charge of marketing of 
the Burroughs Adding Machine Co., Detroit, has been 
elected president of the Office Equipment Manufacturers 
Institute, succeeding Harry C. Anderson, according to E. D. 
Taylor, administrative vice-president of the Institute. 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 
Petter ne er nr nm wn nn nn ee = = 45 
The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


Ray R. Eppert 


NAME 
COMPANY. 
“i TITLE. 
. “In electing Mr. Eppert,” Mr. Taylor said, “the board of 
Ee directors had in mind his knowledge of and recognition by 
, bs city STATE both our industry and industry in general.” 


Mr. Eppert has been a member of the Burroughs organ- 
ization since 1921. In 1939, he was named assistant general 
sales manager, and became sales manager in 1941. Five 
years later, he became vice-president in charge of market- 
ing, and in 1948, was appointed a director of the company. 


g 
: 


POSTURE CHAIR CO. 


Sturgis, Michigan 


Robert H. Smith, who began his career with the Royal 
Typewriter Co. as a salesman, was recently made district 
manager at the company’s South Bend, Ind., branch accord- 
ing to Paul W. Jones, central sales manager. 


OFFICE MANAGEMENT AND EQUIPMENT 


April, 1950 


| - cy ee 4:45 P. | 
ey. an 
- a. Comme And Still In ng 
at ee a hi 
te . There Punching I 
{ : iz = 
ee . cal > . 2 inal me ee 
. , =! N * ~ re tg 4 sai 
Z wae & 
« . - ’ a P 7 4 F . ; % ; x 
Da ‘ ¥ ger > bY : = 
p = j : — : ; e e ~*~. 
- od - yt es : e ‘ a = - a Fy . 
= | | - . 
q : OF siting? / 
Fg) A3 +. 535. // | 
Pos 2 > ”, Ry be 7 
‘c . ge 4 aan 
» Ts ie f-. 
; : 
“4 Pe i 
( — 
} a a 
> | | He_? | 
; re “a | 
, S fc 
_ ey | ee 
= * | 78 ) 
= * 
‘S ees oe i faite aa - , ; 2 4 Paper . ee 


ee ee 


To speed writing and reading 


of shorthand notes, teachers now 


THE INK THAT’S ALWAYS 


and starts a pen instantly— 
even after prolonged exposure to the air 


ee 


VIVID COLOR—EASY TO READ 
CLEAN-CUT LINES—NO FEATHERING 


More and more teachers are starting off shorthand students 
the pen-and-ink way, now that a new-size ink bottle assures 
a constant supply of fresh, free-flowing ink. The new con- 
tainer—Sanford’s Penit Bottle, holds just enough ink to 
write 100,000 words—all the ink the average user needs or 
can keep fresh. Hence it maintains dictation pens at peak 
performance by supplying ink that’s always fresh—not ink 
that’s dangerously thickened from frequent exposure to the 
air, so that it may clog the pen and cut down speed. 

For permanence and readability, recommend Penit Ink 
without reservation. It assures clean-cut, vivid outlines, with 
no feathering. Try Penit Ink yourself today—it never em- 
barrasses its user by failing to start the split second it 
touches paper. Get it at any store handling ink. 


SANFORD INK COMPANY, HOME OFFICE: BELLWOOD, ILL., NEW YORK OFFICE: 500 FIFTH AVE. 


This is a specimen of the 


educational material be- —— 

ing presented every : 

month in the year to E 

shorthand teachers by the 4. , 100,000 WORD 
Sanford Ink Company. renit Bottle holds 


ALL THE INK YOU 
CAN KEEP FRESH 


These messages emphasize 
the importance of fresh 
ink in the Sanford 100,- 
000 Word PENit Bottle. 


SANFORD INK COMPANY...Bellwood, Illinois 
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YOU — INCREASED 
SERVICE AND VALUE 


CARBON PAPERS: 


TYPEWRITER CARBON BILLING CARBONS — 
_FAN-FOLD GARBON PENCIL CARBONS — 
| JACKETS REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUI 
Hand Cleansing CREAM CORRECTION PENCIL 


; olo m MEG. CORP. i 
529 So. Franklin St. 401 Wood St. —-270 Lafayette St. 
Chicago 7, II. Pittsburgh 22, Pa. New York 12, N. 


Factory: Coraopolis, Pa: 


COMING EVENTS 
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Society for Advancement of Managemen 


Ee eee . 17th-18th 
Methods Improvement & Work Measurement Clinic 
St. Louis, Mo. 


Society for Advancement of Management 
American Society of Mechanical Engineers 
Apr. 20th-21st 


Annual Time Study & Motion Conference 
Hotel Statler, New York 


National Association of Suggestion Systems. .May 4th 
Annual Eastern Regional Conference 
Hotel Statler, New York 


British Industries Fair................ May 8th-19th 
London and Birmingham, England 


Insurance Accounting & Statistical Association 
May 10th-13th 


28th International Conference 
Statler Hotel, Boston 


Paris International Trade Fair........ May 13th-29th 


1950 Annual Exposition 
Paris, France 


National Office Management Assn....May 21st-24th 


Machinery-Equipment Exposition & 31st 
International Conference 
Municipal Auditorium, Cleveland 


Systems & Procedures Association of America 
May 26th 


Annual Business Meeting 
Hotel New Yorker, New York 


1950 Canadian International Trade Fair 
May 29th-June 9th 


Toronto, Canada 


American Society for Testing Materials 
June 26th-30th 


Annual Meeting & Exhibit 7. Testing Apparatus 
Atlantic City, N. J. 


National Business Show Oct. 23rd-28th 


Annual Show and Office Week Forums 
Grand Central Palace, New York 


AMA Conferences 


Navy Pier, Chicago 


ED 54 So wk etcwcew ones sacensiun May 22nd-24th 
Hotel Statler, New York 


General Management .................. June ist-2nd 
Waldorf Astoria, New York 
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COSTS SO LITTLE...WEIGHS SO LITTLE... 
--eSO EASY AND FAST TO USE! 


ED Aicténwprrsser 


One low price covers everything you need for preparing 
a mailing list of 250 typewritten addresses (or 190 handwritten). . each 


address is good for 100 or more impressions. This sensational Buy NOW — x “4 


spirit Addresser is the newest way to save time and money! Look what you get at no added cost 


1 ADDRESSER STAND —usvelly o seperate purchase —folds 
for storage; flips open for use + 1 MASTER PAPER ROLL +1 MASTER 
CARBON ROLL+1 CAN SPIRIT FLUID AND POURING SPOUT 
6 MINIATURE MASTER UNITS to convert Addresser into stamp 
10 CORRECTION SLIPS for Alterations «2 METAL SPOOLS 
1 HANDWRITING GUIDE for correct specing +1 thoroughly 


iustrated INSTRUCTION BOOKLET 
WRITE OR TYPE addresses on Master Paper MOISTEN PAPER with one quick stroke » 


a a} 
OFFICES GAP cLuss . SCHOOLS 
rr 
roll placed over Master Carbon roll. Handy — a bam awd for ah Spirit Fiu i i 
stand holds both rolls and the addresser. wick cartridge holds enoug ww 37 * 
Mailing lists prepared even faster than for s full run of 250 addresses SALESMEN ROUTEMEN / CHURCHES © 
typing envelopes. moment for longer runs. 
nea os ta ie 
ORGANIZATIONS = CLUB WOMEN ue , POLITICIANS 
i 


RETAILERS Ae sovnens aa MANUFACTURERS 
ae 5 QD wssunions Oem fg }sors coms Groups 


oo ADDRESSER over freshly moistened CONVERT TO STAMP for repeat printing it it 
th to make a bright, clear impression. on labels, circulars, tags, etc.—prints prac- Any nm an use it— Ev: ryone can afford 
That's all there is to it—a single swift one- Clamp on typed or one ¢ e 


tleally everywhere. 
ASK YOUR DEALER 


hand motion both handwritten Mintature Master 
OR WRITE FOR FURTHER DETAILS 


Quickly roll to the next address. make an instant ‘rubber stamp” ‘tor only Se. 
T HE HEYER C 0 R P 0 RAT i 0 N 1848 S. KOSTNER AVE., CHICAGO 23 
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COMPLETE 
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HERE’S HOW EASY IT IS TO USE! 


A NEW PRODUCT OF THE HEYER CORPORATION, CHICAGO. MAKERS OF DUPLICATING MACHINES AND SUPPLIES SINCE 1903 
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EVERY DAY... 


A NEW NEED FOR 


= ual 
4 ADDRESs 


s © Day after day, modern office procedure 


calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels, 
seals and other paper specialties —all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 


——————— 


HOME, SCHOOL ond OFFI 


MEN IN THE NEWS 


Clinton A. Zollinhofer has been appointed manager of 
the metropolitan district of International Business Ma- 
chines Corp., 590 Madison Ave., New York, it was made 
known recently. This is a new sales district comprising 
the five boroughs of New York. Mr. Zollinhofer has served 
the company in sales and managerial posts for fifteen 
years. Prior to his new post, he was New York manager 
of the company’s electric accounting machine division. 

IBM also announced the appointment of sales execu- 
tives to new posts in-this new district. Elmer W. Evans 
becomes manager at the downtown sales office, 160 Broad- 
way, and will be assisted by Nicholas Orlando in the in- 
ternational time recording division and Richard W. Ross 
in the electric typewriter division. 

Oliver Walker becomes manager at the uptown sales 
office, 590 Madison Ave., assisted by Robert P. Wands and 
Ralph H. Fisher. Herbert J. Parman becomes manager at 
the midtown office, 310 Fifth Ave., assisted by Richard E. 
Kruse and Robert A. Graham. 

Roman L. Trembicki becomes manager at the new 
Bronx office, 384 East 149th St., and John F. Hickey con- 
tinues as manager in the Mineola, L. I. sales office at 1507 
Franklin Ave. 

‘ao rn 

Walter H. Wheeler, Jr., president of Pitney-Bowes, Inc., 
Stamford, Conn., postage meter manufacturers, announced 
recently the appointment of Frederick Bowes, Jr., adver- 
tising and public relations manager, as director of public 
relations and advertising, with the public relations function 
established in an executive staff department; and the ap- 
pointment of Joseph J. Morrow, personnel manager, to the 
new Post of director of personnel relations. At the same 


James L. Turrentine 


time, James L. Turrentine, assistant manager of public re- 
lations, was appointed an assistant to the president. 

Mr. Turrentine will assist the president on special as- 
signments and will work closely with the public relations 
and personnel departments. 

A former member of the editorial staffs of the Chatta- 
nooga Times and the Louisville Courier-Journal, Mr. Tur- 
rentine joined the company in 1947 as supervisor of publi- 
cations. During the war he served as chief of the overseas 
radiophoto service of the Office of War Information. 


Woodrow Johnson, former public relations representative 
of the U. S. O., has recently joined the public relations staff 
of Pitney-Bowes, Inc., Stamford, Conn., as supervisor of 
publications. He succeeds James L. Turrentine, newly ap- 
pointed as an assistant to the president of the postage 
meter manufacturing company. 

Mr. Johnson previously held posts with the World Tele- 
gram, the Post, and the Herald Tribune in New York, and 
formerly directed public and press relations for the annual 
New York Herald Tribune Forum. 


National Supply Co. has announced the recent appoint- 
ment of Martin H. Miller as plant controller of its Superior 
Engine division, Springfield, Ohio. Mr. Miller will coordi- 
nate all financial functions of the plant, it was stated. 

Mr. Miller, a member of the National Association of Cost 
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Accountants, joined the company as cost clerk in 1934. 
April, 1950 
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Exclusive Canadian Distributor: 
CANADIAN STAPLES LIMITED — Montreal, Toronto, Winnipeg, Vancouver 
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MEN IN THE NEWS 


George T. Stufflebeam has been named manager oi 
transportation methods research for Remington Rand, Inc., 
315 Fourth Ave., New York. In this new capacity, Mr. 
Stufflebeam will coordinate activities of the company’s two 
major divisions, management controls and business ma- 


George T. Stufflebeam 


chines, in the major transportation fields. He was formerly 
transportation sales manager for Rem-Rand’s tabulating 
machines division. 

Acting as liaison between the company and the trans- 
‘portation industries; Mr. Stufflebeam will direct studies of 
new developments in the administrative controls and office 
methods of those fields. Mr. Stufflebeam has been with 
the company for twenty-seven years. 


» 

The appointment of William A. Durbin to a new post 
of director of public relations of the Burroughs Adding 
Machine Co., Detroit, was announced recently by John 
S. Coleman, president of the company. 


Mr. Durbin was previously on the staff of Ivy Lee and 
T. J. Ross public relations firm. Since 1947 he devoted 
his entire efforts to that firm’s work with Burroughs. 
Mr. Durbin will head a newly-created public relations 
department within the Burroughs organization, and the 
Lee and Ross firm will continue as the company’s inde- 
pendent public relations counsel. 

Mr. Durbin had, before joining the Lee-Ross company, 
served with the Federal Bureau of Investigation as a 
special agent, and also worked on public relations assign- 
ments. 


Recently appointed as controller of the Balboa Pacific 
Corp., Fullerton, Calif., tubular steel furniture manufactur- 
ers, is Charles G. Barnard, according to an announcement 
by John Murray, vice-president and general manager. 

A native of Olean, N. Y., Mr. Barnard for more than 
t\ro years has been chief accountant of the Daystrom 
Corp., of that city. Both the Daystrom and Balboa com- 
panies are affiliates of ATF, Inc., Elizabeth, N. J. 

Prior to joining Daystrom, Mr. Barnard was associated 
with the Dresser Mfg. Co., Bradford, Pa., and the Phila- 
delphia Ordnance District, serving the latter as chief of 
the fiscal division and chairman of its board of contract 
awards and contract terminations. 


The appointment of Ted Nemes as assistant sales man- 
ager of the Unit Air Conditioner division of Fedders- 
Quigan Corp., Buffalo, N. Y., is announced by Frank A. 
Mitchell, sales manager. Prior to his new position, Mr. 
Nemes had been Southeastern regional manager for the 
division. 

In addition to directing the merchandising activities of 
the division, Mr. Nemes will now also assist Fedders dis- 
tributors in promoting the company’s room conditioners. 


J Improve Writing Efficiency 
in Your Office 
with Sengbusch 


Handi-pens 
now equipped with 


(screw-in feed and point) 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch 

Sqae-een line. L : ‘ 

Note! The popular wedge-feed is still available, because many large 

users like the economy of this feed when a pen points. 
Handi-pens appeal to busy executives and professional people—because 

they offer smooth, efficient, instantaneous writing service. __ : 
Ideal for the entire office force—they save time and eliminate disturb- 

ing annoyances such as constant refilling, clogging, flooding. They are 
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reasonably priced. ; 4 Bs: A . 
Have famous “Capillary Action” inking principle—Hold 6-months 
supply of ink. anks to the scientific ( Mh tee method of inking, 
there is no ink deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 
Let these practical writing features save you time and bother. 
Standardize on Sengbusch Handi-pens—order from your stationer today. 
Write for circular 


SELF-CLOSING INKSTAND COQ., 140 Sengbusch Building, Milwaukee 3, Wisconsin 
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Order the popular Weldon Roberts 
Eraser No. 1010 HEXO Cleaner NOW. 


At Your Stationer's 


will > accept OM 


« D 

OFFICE SUPPLIES > TYPEWRITE : ING MATERIALS 
NS AND PEN ppincs * DRAW gt 
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CANDLES * 


Directed by GEORGE F. LITT 
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MOST ECONOMICAL 
ACCOPRESS 
BINDERS 


Some firms use thousands of Accopress Binders 
every year—because there is no department 
where they are not useful. For temporary or 
permanent binding, for current files or long 
storage, for a few letters or 2,000 invoices. 
Accopress Binders keep all kinds of papers safe 
at minimum cost. 


See your Acco catalog for styles. 
ACCO PRODUCTS, Ine. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


WITH THE ASSOCIATIONS 


“Gaimercal Controls : 
Mailroom whe 
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The guest speaker at the April meeting of the Records 
Management Association of New York, which was held at 
the Hotel Martinique, was Rene A. Wormser, lawyer, au- 
thor, and lecturer. His topic was “Estate Planning—Who 
Will Pick Up the Pieces?” Mr. Wormser is an authority on 
what should and what should not be done regarding a per- 
son’s estate in order that his wishes might be carried out 
without difficulty and delay. 

He is the author of “Your Will and What Not to Do 
About It,’ “Personal Estate Planning in a Changing 
World,” and several other volumes. 

The Association members and their guests also heard an 
Equipment House presentation on “Records—The Heart of 
the Business.” Walter F. Christenson, Koller & Smith, Inc., 
was the speaker. Miss Ethel A. Carew was the program 
chairman. 


Members of the Transcription Supervisors Association of 
New York, who attended the April meeting, heard as guest 
speaker, Thomas J. Wright, wage and salary manager of 
the Bigelow-Sanford Carpet Co., who spoke on “Office Sal- 
ry Administration.” Among the items covered in his talk 
were work simplification in the office, job analysis and eval- 
uation, salary surveys, follow-up on changes in job function, 
review of performance on the job, and salary administration. 


The Association, which is currently celebrating its twen- 
tieth anniversary, announces that it will hold its annual 
bridge party on April 22nd at the Wanamaker clubroom. 
from 1:30 to 5 p.m. Proceeds will go to the New York 
Association for the Blind. 


Rudolph Lang, managing director of the National Busi- 
ness Show, sponsored this year by the Office Executives 
Association of New York, announced recently that the 
Cromwell Advertising Agency, Inc., 175 Fifth Ave., New 
York, will handle the public relations and advertising cam- 
paign for the 1950 show which takes place at Grand Cen- 
tral Palace, the week of October 23rd. 

Media to be used in promoting the show will include 
newspapers, trade publications, and television. 


Plans have been completed for the annual spring confer- 
ence of the National Association of Suggestion Systems, 
which will be held at the Statler Hotel, New York, May 4th. 


A highly interesting program has been arranged, one that 
is designed to cover many important phases of suggestion 
program promotion and operation. The conference is open 
to representatives of all companies interested in suggestion 
systems, whether those companies are members of the As- 
sociation or not. Full details may be obtained by writing 
the Association at 122 South Michigan Ave., Chicago. 


New officers were elected recently by the Business 
Forms Institute, an organization of manufacturers of busi- 
ness forms, 220 East 42nd St., New York, at the group’s 
annual meeting at the Waldorf Astoria Hotel. 

J. R. Cook, secretary and general manager of the Ham- 
ilton Autographic Register Co., Hamilton, Ohio, was elec- 
ted president. W. N. Ryan, president, American Register 
Co., was made Ist vice-president, and Frank Abbott, Jr., 
president, Sunset-McKee Co., Oakland, Calif., was made 
2nd vice-president. H. M. Meloney continues as executive 
secretary of the organization. 


Wilbur J. Lauer, industrial relations director of Sharp 
& Dohme Inc., was featured speaker at the March meeting 
of the Philadelphia chapter of the National Office Manage- 
ment Association. His talk was entitled “Management 
Through the Office.” While paying tribute to management’s 
achievements in the field of human relations, Mr. Lauer’s 
talk was on the subject of his company’s program—a pro- 


gram which has been so effective in bringing the manage- 
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the hous* -—-e FOR GREATER COMFORT, 


ane FREEDOM FROM FATIGUE, 


MORE MENTAL ALERTNESS, 
HIGHEST EFFICIENCY, 


and Happier 
Working Days 


TRYREX—the pencil 
with the special shape 
that fits your hand— 
will not roll. 


Try for yourself . . . see why, for ) | 


most efficient work, you should | Taylor 


choose Omega. Check for 
stronger lead . . . brilliant color Com fortable Posture CHAIRS 


. the thin lead that holds a z —— 
= i 
needle point . . . lightness of Fe 483714 Executive Comfort- | 
pressure required for clean, og able Posture Chair is | 
sharp figures . . . colored ends 32 | modernly 0 gone = 
= s t _ 
for instant selection . . . water- = | OF ee 
z tion—wood or steel. Com- 
proof. Check all these points, " fortable foam rubber seat | 
at our expense. Cc back and arms. 
Ww 
= 
S 3 
1 
A request on your business let- — 
terhead will bring you a sample. hs 884814 Foam rubber back. 
© | “Queen sized” foam rubber 
lew] seat. Five point adjust- 


ability for full individual 
working relaxed comfort. 


Write for illustrated folder 
of these and other TAYLOR 
Chairs—and name of nearest 


COLORE D ‘PE N cus) | Tl . No. 884814 dealer, write to TAYLOR. 


MAKERS OF ROYAL SCOT AND FUTURA 


RICHARD BEST PENCIL CO. 
Dept. M SPRINGFIELD, N. J. 
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THE CLAROTYPE CO., INC 
261 Broadway, New York 7 


It stood the 
test por 50 years 


Big business has discovered this little soap 
eraser . . . tried and tested for 50 years. You 
see it in offices everywhere. There’s no gen- 
eral pencil eraser like it in the world! 


THE ROSENTHAL CO.., 45 E. 17 St., New York3 


ment story to the rank and file of Sharp & Dohme’s work- 
ers that there has been no serious disagreement between 
the union and management since its inception. 

Mr. Lauer said that union attitudes as related to his work 
offer no real barrier to a full understanding of the eco- 
nomics involved in the conduct of the business. Chief ob- 
stacles, he said, have to do with the employees’ minds which 
fall into three categories: the unprepared mind representa- 
tive of the individual worker who has insufficient informa- 
tion, and therefore must be educated; the uninterested mind 
of the man who doesn’t care; and the closed mind. 

“The uninterested mind is another natural barrier,” Mr. 
Lauer said. “Management must create interest—must show 
the relation between the success of the business and the 
employee’s own welfare.” 

The third type, Mr. Lauer showed, was the man with 
a closed mind—the man who “knows the answers.” Man- 
agement would have to “stir his mind and awaken in him 
an appreciation and a grasp of the facts.” 


“Face-to-face dealings” between the boss and employee, 
with the employee having the chance of talking back to 
the boss is the successful technique used at Sharp & Dohme, 
Mr. Lauer indicated. 


The March meeting of the Office Executives Association 
of New York, held at the Belmont Plaza Hotel, took the 
form of a clinic on office lighting and decor, with the ac- 
complishments of the Public Buildings Service of the Gen- 
eral Services Administration of the Federal Government as 
the main subject. 

The executives heard three men describe those factors 
contributing to improved working conditions in the office, 
with less eye strain and more efficient office performance 
the happy end results. These authorities were C. L. Crouch, 
technical director of the Illuminating Engineers Society; 
L. M. Endres, chief of the electrical section of the Public 
Buildings Service; and Charles Tolman, management con- 
sultant. R. L. Forster, Ebasco Services, acted as chairman. 

In presenting background data on the Government's ef- 
forts for more healthful working conditions in its offices, 
Mr. Tolman paid tribute to Mr. Endres’ department for the 
work it is doing in the field of occupational vision. He 
showed the close relationship of the eye to the brain, sug- 
gesting that the eye be viewed as an exposed part of the 
brain. As proof of the great need for continued effort in this 
field, Mr. Tolman said that 40 per cent of the nation’s in- 
dustrial workers require corrective eye glasses; that four of 
every 100 workers have some type of eye disease; and that 
“there are one million Americans that have glaucoma and 
don’t know it.” 


Plant Personnel Conference Set 


A summer conference on office and plant personnel, cov- 
ering work simplification and measurement in the office, 
is scheduled for June 19th to 30th at the Frederick Winslow 
Taylor Management Laboratory of the Wharton School of 
Finance & Commerce, University of Pennsylvania. 

Full details can be had by contacting V. Donald Schoel- 
ler, conference director, 300 Logan Hall, Wharton School, 
University of Pennsylvania, Philadelphia. 


Business Show Unveils New Features 

In celebrating the “Mid-Century Mark of Progress,” the 
National Business Show, which will be held at the Grand 
Central Palace, New York, October 23rd to 28th, promises 
to feature not only new products but new ideas as well. 

Rudolph Lang, managing director of the Show, which is 
operated by the Office Executives Association of New York, 
states that a new floor plan wil! be in effect. The theme 
and information center will be placed strategically in the 
front of the main entrance for convenience to exhibitors 
and visitors alike. 

Other features to be inaugurated include directional signs 
for proper traffic control; better booth equipment; and a 
general over-all integration of design for reduced costs to 
exhibitors. 
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STREAMLINED FOR 
GREATER EFFICIENCY 


Dri-Kwik's newly designed box with rolled am 
and rounded corners is modern, smart-looking, with 
the kind of eye-appeal that stimulates sales. Now 
available for immediate delivery—Sizes !—23/," 
x 4/4" and $2—31/4" x 6l/,". 


ALSO 
Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 
® All Weather Wood Block Pads and Ink @ Achilles 
and lron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 
Dates. 
Prompt Shipments Write for Catalog Today 


FULTON Marking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 


CONTAIN THE STRONGEST AND 
SMOOTHEST LEADS YOU CAN 


SPONGEX CHAIR CUSHIONS SELL 
Wien You Buy at These Prices 


One Dozen Two Dozen Gross 
Size Ormore ormore of more 


14%" 15" 1" $1.20 ea. $1.00ca. $ .85 ea. 
16%"'17" 1" $1.50 $1.25 $1.06 
164%" 17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 


Order assorted styles as desired 
— figure prices on total quar 
tity ordered. 


Minimum order on one style is 
one dozen. Terms: 1% 10.days, 
net 30 days, F.O.B. Shelton. 


Order from 
THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 


TRANSFILE 


BUY FOR COMMERCIAL USE. 
| 7 
| 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


220 FIFTH AVE. 


If your 


NEW YORK 4, 


local supplier 


cannot serve 
you... write 


to us for free 


Trademark 


soar) FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 


available on the De Luxe model. Check your 
stock and order today. 
e 3 STYLES e 13 SIZES 


Write for Your New Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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4 S Safeguard Special Security 
Lock prevents misuse of 
' Safeguard Instant Check- 
= writer by unauthorized 


Too Bad 7 . Ssleguerd Chockwrter with @ Le 
Safeguard Corp. tanspate, pa. 


Safeguard International—3312 Lancaster Ave., Phila. 4 


peg seo war 


A Snappy Salesman 


of seventy-five years ago looked like 
this. Today he be doffed the checks, 
the high hat and the walrus mustache, 
but he still depends upon his 


Beach's 
“Common Sense" 
Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 


IMP ELECTRIC MAIL OPENER 


Cuts Costs — Increases Efficiency 


Speed up the de- 

| : livery of your In- 
coming mail with 
the use of Im 

Electric Mail 
Opener. Saves time 
—cuts mailing room 
costo —snqveaees of- 
ice efficiency—oni 
$67.50 AL teat 
F.O.B. St. Paul. 


Write today for 
complete details, 


INDUSTRIAL MOLDED PRODUCTS CO.., Inc. 


609 New York Bidg. St. Paul 1, Minn. 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 

confidential exchange, now in its 19th year of service to high-grade 

men, specializes in individualized versonal service, in opening cuntacts 

oe SS go for satisfactory salaried positions. Eugene L. Williams, 
Grace St., Richmond, Va. 


BUSINESS ADM.: For Profs. Advertising, accounting, Megt., Mktg., 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


Help Wanted—Male 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 

facturer desires applications from men experienced selling office equipment 

Sar national accounts and with ability to train and direct salesmen. 
6 


Position W anted—Male 
ORDER, PRODUCTION CONTROL, Office Manager, BBA, thoroughly 


| experienced modern office — bookkeeping, statistics, wd pro 


motion export connections. 5 languages. Excellent organizer. 
oe purchasing complete factory supplies, raw materials, etc. 


PERSONNEL DIRECTOR. 20 years’ experience large and smal) 


non-manufacturing organizations. Able administrator, knows - 
ment, employee rating, personnel budgets, psychology. A cost conscious 
coordinator, with a record of cooperative achievement. OM-68. 


PURCHASING AGENT—STAFF Assistant. 16 years’ 
office supp and ; electrical, automotive and aircraft. 
oe! and inventory controls. Supervised staff of 40 people. Age #4. 


Position Wanted—Female 


CAPABLE COLLEGE GRAD. Experienced executive sec’y, office 
manager, administrative assistant, personnel director, seeks executive 
post five-day week. $3900 min. Box OM-64 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Seavéen, 8 Broad- 
way, New York, N. Y. 


For Sale or To Buy 


ron SALE: Model No. 50, Multigraph Machine. New. Price $400.00 
F.O.B. Plant. Contact J. H. Shirlaw, Gibraltar Corrugated Paper Co., 
Ine., at 8101 Tonnelle Avenue, North Bergen, N J. Phone Union 3-4700. 


FOR SALE; Cardineer Cabinets. Have ten used Cardineers in good 
condition, model 72-58 for 8 x 5 cards. $75.00 each net. J. P. Duskey 
e Equipment, 313 Washington St., Wasau, Wisconsin. 


Skekmatler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30/4" High 


Electrically welded throughout 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


ART STEEL SALES CORP., 
170 West 233rd Street, New York 63, N. Y. 
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BINDERS—SACRIFICE new loose leaf top and bottom covers. No 
screws. DuPont black fabrikoid. 3,000 11%” BS x 1654” overall. 3,000 
11%”BS x 15%” overall can also be used as 11%”BS x 14”. In 
original cartons. Write for sample and prices. Walter H. Weber Co., 
192 Lexington Avenue, New York 16, N. Y 


BOOKKEEPING SYSTEM—Sacrifice 1,090 simplified, self-explana- 
tory, self-analyzing, complete one book Apex two year business account 
record. Acknowledged finest, most comprehensive small business sys- 
tem. Retails $22.50 Latest edition. One dozen minimum $4.00 each. 
ee Systems Inc., 192 Lexington Avenue, New York 
16 : 


OFFICE MACHINES expertly rebuilt, bought. sold Parts and sup 
plies. Wholesale, export. Checkwriters. adding a, calculators 
Check Writer Co.. Tnc.. 169 William St.. New Vork 7. N Y 


ACCOUNTING. BILLING. Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct 5 re, All Hv guaranteed. Inquiries 
lasned 4 We are also buyers of all makes of office acc g 

4 


GOOD SELECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used office equipment. 
All makes Calculators. Both select rough and rebuilt. _ Accounting 
Machines, include bank, utility, and commercial — Rough only. 
All inquiries welcomed and answered promptly. OM-63 
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“Slot-Lok" 


GL8Q) POST BINDERS 


With Time-Saving, Positive-Locking Mechanism 


Full Blue Slate 
canvas with Black 
simulated leather corners. 

Nickeled metal parts. 3/16" dia. 
posts. 46 stock 


sizes, solid or sec- 
tional oe) = 


File all miscellaneous office records quickly and easily the ‘Slot-Lok” 
way. Frequent insertions and removals are no problem with the ‘'Slot- 
Lok"’ time-saving mechanism—top cover simply slips on and off with 
ease. A flick of the finger operates positive-locking slide button device. 
Elbe factures a plete line of Post Binders in sectional or solid 
post styles and Storage Binders in sectional, solid or permanent-storage 
post styles. All popular grades, sheet sizes and capacities. 


Write for Catalog £50 Today 
ELBE FILE & BINDER CO., INC., Fall River, Mass. 


New York—200 Fifth Avenue Boston—I0 High Street 


ee ee 


HEAR NO EVIL 


wise to avoid malicious gos- 
sip, only a monkey shuts his 
ears to reality. And cancer is 
a grim reality. We must open 
our ears to the life-saving 
truths which will teach us 
and our neighbors the safe- 
guards against cancer. For 
humanity’s sake —and our 
own preservation — we must 
support the crusade against 
this mortal enemy of man. 


GIVE TO 
CONQUER CANCER 


; 
; 


4 Although it's 


AMERICAN 
CANCER 
SOCIETY 


paris 


International 


FOUNDED 1904 
over 9,500 


exhibitors 


from France , MAY 13 to 
and abroad . MAY 29 


Pare de la Foire de Paris 
Porte de Versailles—Paris 


The largest industrial exposition in the world 


Commercial and Technical 
Sections of New Office Methods and Equipment. 


INFORMATION 


French Chamber of Commerce of the United States 
630 Fifth Avenue . New York 20, N.Y. 


INDIAN SMOKE SIGNALS WERE USED =. 


ON OUR WESTERN PLAINS BECAUSE 
THEY COULD BE SEEN FOR MANY MILES. . 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 
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Floored by scratched-up 
floors? 


The overhead that is underfoot can be reduced . . . 
with Bassick ‘‘Diamond-Arrow”’ Casters! 

Their easy swiveling action, combined with highest 
quality wheels, protect the finest floors — and quiet, 
smooth movement boosts office efficiency, too! 

Patented two-level, ball-bearing construction, yet 
inexpensive. No wonder they’re the best-selling 
quality casters. Be sure to specify them for all re- 
placements. , 

WRITE NOw for free Catalog No. 
137 on ‘FLOOR PROTECTION 
EQUIPMENT”’ to Bassick, world’s 
largest manufacturer of casters. 
Address THE BASSICK COMPANY, 
Bridgeport 2, Conn. Division of 
Stewart-WarnerCorp. In Canada: 
Bassick Division, Stewart-War- 
ner-Alemite Corp., Ltd., Belle- 
ville, Ont. 
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ener Co. 


Bassick Co. 

Beach Publishing Co. .... 
Best Pencil Co., Richard . 
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Clarotype Co., The 

Codo Mfg. Corp. 

Cole’ St€el Equipment Co., 
Inc. “% 53, 54, 55, 56 

Columbia Ribbon and Car- 
bon Mfg. Co., Inc. ..... 8 


Commercial Controls Corp. 86 
Corry-Jamestown Mfg. 
c 


- 
Dennison Mfg. Co. ....... 82 
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Eastman Kodak Co. 
Ebco Mfg. Co., The 


| Elbe File & Binder Co., 
Pra 


Faber Pencil Co., Eberhard 26 
Fedders-Quigan Corp. ... 59 


Friden Calculating Ma- 
chine Co., Inc. 


General Binding Corp. ... 


General Fireproofing Co., 
The 


Globe-Wernicke 

Graff Co., George B. ..... 91 
Gray Mfg. Co., The 3 
Guide System & Supply 


Hammermill Paper Co. .. 
Heyer Corp., The 
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Industrial Molded Prod- 


ucts Co., Inc. 90 
Industrial Tape Corp. ... 
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OFFICE MANAGEMENT AND EQUIPMENT 
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Little Mgmt., George F. .. 85 
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Management Controls 
Library ‘ 


Marchant Calculating Ma- 
hine Co. 


National Pencil Co. ...... 89 


National Vulcanized Fibre 
Co Be 


Neva-Clog Products, Inc. . 83 
New York Stationery Show 85 
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Oakville Co., Div. Scovill 
Mfg. Co. 


Office Management & 
Equipment 


Paris International Trade 
Fair 

Pitney-Bowes, Inc. 

Pronto File Corp. 53, 54, 55, 56 
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Remington Rand, Inc. ..13, 27 


Roberts Rubber Co., 
Weldon 


Rosenthal Co., The 


Royal Metal Mfg. Co. 
3rd Cover 
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Safeguard Corp. ......... 9 

Sanford tak. Co... .050020<0% 79 

Security Steel Equipment 
Corp. 10 

Sengbusch Self-Closing 
Inkstand Co. 


Smead Mfg. Co., Inc. .. 
Soundscriber Corp. 


Sponge Rubber Products 
Co., The 


Stationers Loose Leaf Co. 76 
Stromberg Time Corp. ... 7 
Sturgis Posture Chair Co.. 78 


T 
Taylor Chair Co., The ... 87 
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Underwood Corp. ..4th Cover 


Webster Co., 
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Yawman & Erbe Mfg. Co. . 28 
April, 1950 
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